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PROGRAM

Welcome to...

Budget Formulation:
Workforce/Travel Planning
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i
PROGRAM Course ObjeCtiveS

B At the end of this course, you will have received:
e An overview of the workforce planning process
e An overview of the travel planning process

e An overview of the system

([

Information on activities that you (or your resource
analyst) will perform with your assigned system roles

B At the end of this course, you should be familiar with how the the Budget
Formulation System is used to:

e Enter FTEs and calculate either labor rates or labor dollars

e Enter Annual Travel Dollars

e Distribute FTEs/Travel Dollars from the Center to the Organizations
o

Distribute from the Organizations to the Project Definitions, the 6 service
pools, the Center G&A pool, and the Corporate G&A pool

e Access and manipulate the workforce/travel reports
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Overview:
Budget Formulation Implementation
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PROGRAM

There will be two functional releases for Budget Formulation. The functionality in

Budget Formulation Scope

each release and the release schedule coincides with the budget cycle.

Release 0.5 will “go live” on October 27, 2003 and is focused on Center functionality. This release will

be used to:

Release 1.0 will “go live” in February, 2004. This release will focus on delivering Agency functionality.

Develop POP 06 on Full Cost basis

Project Budget Planning

Perform Workforce, FS-41 Planning
Develop Service Pool Planning

Develop Center & Corporate G&A Planning

J | Budget Formulation is being used as a data

Major Processes Affected

entry tool. All negotiations will occur
outside of the system.

FTE Planning

Travel Planning
Service Pool Planning
Procurement Planning
Contractor Planning

G & A Planning
Phasing Plans

Primary Groups Affected
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Resource Analysts
CFO Budget Staff

IT Support (BISS Help Desk, Networks,
ODIN)
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O
Dﬂ!!G R A M Why are you in this class?

Based on the system roles to which you have been assigned, you will be
performing Workforce and Travel Planning activities in the Budget Formulation

system.

The Galactic Overlord
- Has all roles in the Budget Formulation system and can perform all activities.

Workforce Planning roles Travel Planning roles
The Center FTE (FS-41) Authorizer: The Center Travel (FS-42) Authorizer:

- Distributes the Center's FTE - Assigns the Center’s travel authorizations to
authorizations to organizations. organizations.

- Has access to the Center Control Planning - Has access to the Center Control Planning
(FTEs/R&PM) Folder. (Travel $) Folder.

The Center Organizational FTE Authorizer: The Center Organizational Travel Authorizer:

- Performs the primary distribution of annual - Performs the primary distribution of annual
FTE authorizations from an organization to travel authorizations from an organization to
each of the Project Definitions, Service each of the project definitions, Service Pools,
Pools, Center G&A, and Corporate G&A. Center G&A, and Corporate G&A.

- Has access to the Primar - Has access to the Primary
Resource Distribution (FTEs) Folder. Eelfjource Distribution (Travel $)

older.
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Topic 1
Workforce/Travel Planning
Role and Process Overview
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PROGRAM Workforce Planning — Key Points

Workforce planners will enter and distribute FTE quantities

B Negotiations of FTE quantities between the Center and the
Organizational groups will be conducted offline via Excel
spreadsheets.

B  Asin prior years, the Office of the Center Director determines
organizational FTE complements in coordination with Directorates and
Office Chiefs. This process results in FTE distribution to 2-letter
organizations. This data will be input into SAP Strategic Enterprise
Management (SEM) to record the Authorized FTE quantities available
throughout the planning stages (i.e. Pre-POP and POP).

B This distribution is based on the Center’s Civil Service FTE planning
process. This process allows the Center FTE planner to enter FTE
data into the system for both the annual planning horizon and the
monthly phasing plan for the operating year (both the initial plan and
the mid-year update).

()
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PROGRAM Workforce — TOp-Down Planning

Process DFRC - Workforce Planning
Sub-Process Overview--Top-Down Planning
Chart Reference 1.0.1

RMO -Centrel Control

Directorate &
Planning (FTEs)

O ffice Chiefs

From HQ

Program m atic
W orkforce FTE
& $$
Guidelines
(CS)

Develop
Organizational
W orkforce
Guidelines (CS)

v

Adjust Guidelines
as necessary

Notes:
W orkforce complementby single letter org
determined by Center Management.

Single letter orgs redistribute to two letter orgs.
Spreadsheet willbe modified to allow indication of
project/pool/G &A allocation for each branch.

Update workforce
complementby
organization (Gwen's
spreadsheet)

W orkforce allocation & balancing performed on
spreadsheet; data balanced, verified and entered by

R MO .
h 4
Develop
W orkforce average
Guidelines (CS) - salary rates
Prog/Org M atrix by
organization

Determine

Project/Pool/
G &A Break for fustt Distribute FTE &
Organizational Rates to Center
W orkforce Orgs
In SAP
—
. . . . Distribute FTE to Distribute FTE to CBO
Distribute FTE to Distribute FTE to Center G&A Cost Corp G&A Cost Primary FTE
Programs Service Pools Centers Centers Distribution
In SAP In SAP [ In SAP i In SAP

Secondary FTE
D istribution

Program O ffice Service Pool Org Center G&A CC Corp G&A CC

v
Review Review Review Review
D istribution D istribution Distribution N egotiation D istribution N egotiation
from No Negotiation from N o Negotiation from N o from N o
Organization Organization Organization Organization

D istribute
FTE to
Projects

Dli:sTlrE\btute Distribute
o
Lower-
@ D'i:s.I!rE\b‘ute 0 T Level
o Center
Yes Sub-Pools Yes G&A CC

IFMP Budget Formulation Process Flow Document
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Workforce — Bottom-Up Planning

Process

TO-BE - Workforce Planning

Bottom -Up Planning

Sub-Process
Chart Reference 1.0.2
FTE FTE FTE FTE
Authorizing A uthorizations Authorizations e Authorizations
from service from Center from Corp
A CC G&A CC

from Program
O ffice

Project O ffice

Develop FTE
Requests

Review/

V alid ate
Authorizations
from Program

O ffice

Authorized
equals
requests?

i

Pool Org

Sub-Pool Org

Develop FTE
Requests

Review/

V alidate
Authorizations
from Service

Pool

Authorized
equals
requests?

G &

Authorizations
from Center
G&A CC

Authorized
equals
requests?

N e gotiate
O ffline

)

N egotiate
O ffline

—

Program O ffice

Review
N o

from Projects

Authorized
equals
request?

Yes

Contact
Resources O ffice
when adjustm ents

are com plete

Center Budget O ffice

Review FTE Allocations
from Projects
Ensure plans are within
guidelines
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Service Pool

Review
Bottom -Up N o
Requests
from Sub-
Pools

Authorized
equals
request?

Yes

Contact
Resources O ffice
when adjustm ents

are com plete

v

Center Budget O ffice

Review FTE Allocations
from Service Pools
Ensure plans are within
guidelines

Center G & A

Review
Bottom -Up
Requests N o
from Lower
Level Center
G&A CC

Authorized

Yes

Contact
Resources O ffice
when adjustm ents

are com plete

Center Budget O ffice

Authorizations
from Corp
G&A CC

N e gotiate
O ffline

N egotiate
O fflin e

e

Corp G &A

Review
Bottom -Up
Requests N o
from Lower
Level Corp
G&A CC

Authorized
equals
request?

Yes

h 4

Contact
Resources O ffice
when adjustm ents

are com plete

v

Center Budget O ffice

Review FTE Allocations
from Ctr G&A CostCenters
Ensure plans are within
guidelines

Review FTE Allocations from
Corp G&A CostCenters
Ensure plans are within

guidelines

IFMP Budget Formulation Process Flow Document
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rrocram WWoOrkforce — Primary Distribution of FTEs

Process TO-BE - Workforce Planning

Sub-Process Primary Distribution of FTE’s

Chart Reference |1.1

v" Primary FTE distribution will allocate
organizational FTE’s to the proper
project, pool or G&A cost center.

9;
project, pool and G&A allocations.

Project, pool and G&A alloc: are
of the overall FTE complement worksheet
and will be determined by Center

Management. Negotiations will take place
Reference Data Sheet

v Secondary FTE distribution involves
distributing FTE’s assigned to high-
] level project definitions, service
lj pools and G&A cost centers to
lower-level project elements, sub-

pools and cost centers.

Select Project Select Service Select
(Annual) FTE Pool (Annual) FTE G&A(Annual) FTE
Button Button Button

v" If no lower lever distribution is

‘ ‘ ‘ required, it merely passes the

i previously negotiated FTE’s to the
lower level folder.

allocation

o e gmers v" Negotiations on FTE quantities
between the higher levels and the
lower levels will be conducted offline
prior to entering data.

DFRC IFMP Budget Formulation Process Flow Document —('_m\
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Overview:
Travel Planning Process
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PROGRAM Travel Planning — Key Points

B Travel (FS-42) planners will estimate the travel budget and distribute
the travel dollars by organization to the required Center
Organizations (top-down approach).

B This process will facilitate distribution from Center Organizations to
Project Definitions, Service Pools, and Center and Corporate G&A.
This process will allow for the entry and balancing build-up of travel
dollar requirements from the lower levels of a Project, Service Pool,
and Center and Corporate G&A.

B Negotiations on travel dollars between the Center, Center
Organizations, and the three groups (Projects, Service pools, and
Center and Corporate G&A) will be conducted off-line, and this
module will serve to record the requested dollars (by Project, Service
Pool, Center and Corporate G&A Pool. Travel dollars for the
operating year and the 6 out years will be distributed, and a Budget-
to-Complete will be estimated where needed.

m As with the FTE distribution, the Primary Distribution (Travel $)
moves the travel budgets from the organization to projects, pools
and G&A. Secondary Distribution (Travel $) moves the travel funding
to lower level projects, sub-pools and G&A cost centers when
required.
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PROGRAM Travel — TOp-Down Planning

Process DFRZC - Travel Planning
Sub-Process Overview--Top-Down Planning
Chart Reference 2.0.1
From HAQ Directorate & CBO -CentrelControl
O ffice Chiefs Planning (FTEs)
A Develop &
ProgTrraarr\;emlallc / - D istrubite
Guidelines g Organizational
Travel Guidelines
Notes: Distribute Travel
Travelguidelines by single Dollars to Center O rgs
letter orgs determ ined by at Single DigitLevel

Central Budget O ffice
based on historical

inform ation and [
adjustm ents for new
requirem ents

In SAP ]

Spreadsheet will be

m odified to allow indication
of project/pool/G & A
allocation for each branch .
Single letter org distribution
willbe splitby project/pool/ Determine
G &A Project/Pool/
G &A Break for

Travel$

Distribute Travel $ Distribute Travel $ Distribute Travel$ Distribute Travel $ CRERO.
i to Center G & A to Corp G &A P Lin &6y VEauoel
to Program s to Service Pools Distribution
In SAP In SAP [ In SAP i In SAP

Secondary Travel $
D istribution

Program O ffice Service Pool Org Center G &A Corp G &A

Review Review Review Review
D istribution D istribution D istribution N egotiation D istribution N egotiation
from N N egotiation from No |Negotiation from N o from o
O rganization Organization O rganization Organization
D istribute Distribute
Travel $to Travel $ to
i . i Lower-
D istribute D istribute Level
Travel $ to Travel $ to Center
Yes Projects Yes Sub-Pools Yes G&A CC

IFMP Budget Formulation Process Flow Document
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PROGRAM

Process TO -BE

Travel Planning

Travel — Bottom-Up Planning

Sub-Process

Chart Reference 2.0.2

Bottom -Up Planning

Travel $8$
Authorizing
from Program
O ffice

Project O ffice

Develop Travel
$$ Requests

Review/
Validate
Authorizations

Authorized
equals
requests?

Travel $§
Authorizations
from service

Pool Org

Sub-Pool Org

Develop Travel
$$ Requests

Review/
Validate
Authorizations
from Service
Pool

Authorized
equals
requests?

Travel $8$
Authorizations
from Center

G&A CC

° N o
Yes i Yes l
- v
Set"Request N egotiate Set“Request N egotiate
Auth” in SAP fflin e Auth”in SAP O ffline

Lower Level

Ce

nter G&A CC

Develop Travel
$$ Requests

Review/

V alid ate
Authorizations
from Center

G&A CC

Authorized
equals
requests?

Program O ffice

Review

from Projects

Authorized

Yes

Contact
Resources O ffice
when adjustm ents

are com plete

Center Budget O ffice

Review Travel $§
Allocations from Projects
Ensure plans are within

guidelines

Service Pool

Review
Bottom -Up
Requests
from Sub-
Pools

Authorized
equals
request?

Yes

N o

Contact
Resources O ffice
when adjustm ents

are com plete

2

Center Budget O ffice

Review Travel $§

Allocations from Service

Pools

Ensure plans are within

guidelines
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N o
Yes
Set “Request N egotiate
Auth” in SAP O ffline

%

S —

Center G &A

Review

from Lower
Level Center
G&A CC

Yes

Resources O ffice

w h

Contact

en adjustm ents
are com plete

Center Budget O ffice
Review Travel $$%

Allocations

C

from Ctr G & A
ost Centers

Ensure plans are within

guidelines
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Travel $§$
Authorizations
from Corp
G&A CC

Lower evel

Corp G&A CC
Develop Travel
$$ Requests

Review/
Validate
Authorizations
from Corp
G&A CC

equals
equests?

o

‘Negotla(e

F

O ffline
Corp G &A
Review
Bottom -Up
Requests N o

from Lower
LevelCorp
G&A CC

Authorized
equals
request?

Yes

Contact
Resources O ffice
when adjustm ents

are com plete

v

Center Budget O ffice

Review Travel $$ Allocations
from Corp G&A CostCenters
Ensure plans are within
guidelines




rrocran  Travel — Primary Distribution of Travel $

Process TO-BE - TravelPlanning
Sub-Process Prim ary Distribution (Travel $)
Chart Reference 2.1

SetOrganization in NOTE:

Header Inform ation
Primary Travel $ Distribution performs the
transfer from organizational allocation to
project, pooland G &A allocations.

Negotiations willtake place prior to
entering data in BF.
Reference Data Sheet
for Organizational split
(if any) to project, pool
and/or G &A

Service
Pool

Select Project Select Service Select
(Annual) Travel $ Pool (Annual) G&A(Annual)

Button Travel$ Button Travel $ Button

Identify Project
D efinition for
allocation

Identify Service Defaults to
Poolfor allocation “Pool=CTR"”

Enter Travel §

Validate
allocation via
BW report

DFRC IFMP Budget Formulation Process Flow Document
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( ﬁim N Differences Between Workforce & Travel
PROGRAM for Center ContrOI Planning

m Utilize the Center Control Planning (Travel) Folder

B Deal with Travel Dollars only, no rates or calculations are necessary

B Incremental and cumulative phasing views are available, but read-only
| ]

Delta screens for Travel dollars are Annual only; there are no phasing
(monthly) delta screens
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ﬁim Differences between Workforce and
PROGRAM Travel at Primary Distribution

B Access the Primary Resource Distribution (Travel) Folder
B No phasing of Travel Dollars

B Views of phased requests for Travel Dollars from lower levels are available in
the output area

B Incremental and cumulative phasing views are available, but read-only

B Delta screens for Travel Dollars and Annual only; there are no phasing
(monthly) delta screens
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Topic 1

Workforce/Travel Planning —
Performing Business
Processes in the System
Overview
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i 2IdH e 2B HDOa0 BRI & m m

\P Easy Access Strategic Enterprise Management/Business Analytics
=% & 2| v a

Execute Generic Planning Folder =L

SAP has developed a framework called SEM (Strategic Enterprise Management)
that helps an organization view and manage strategic efforts and information.

anning and
% {3 Cross- -Application Planning _
-l [ i W' o aT=lald
- Budget Formulation is one part of the overall SEM system and comprises
multiple budget planning work folders. The Budget Formulation tool used a
@ Custamizing NASA is custom developed to support NASA budget planning activities.
B [ web Interface Builder
B 1 Status and Tracking System
B [ wWeb Survey
P | Capital Market Interpreter
[» [_1 Financial Staterment Planning
] Investrment Planning
@ Transport Flanning Applications
[ [ Business Consolidation
B [ Strateqy Management
[ [ Perfarmance Measurement
B 3 Stakeholder Relationship Management
» 1 Business Analtics
» [ Business Infarmation Warehouse
» [ Tools




il

PROGRAM Where will you be doing your work?

Menu Edit Favorites Exra: Help
(] ala b C@ae DHR HDon BR @8

SAP Easy Access Strategic Enterprise [+ i it -

BE o ER 2| v Flanning Folders

< {3 Favorites

SAP has a called SEM
[ 3 an organization view and manage strategic efforts and information.

that helps

EE Center Contral Planning (Travel §)
EE Primary Resource Dist. (FTEs)
Primary Resource Dist (Travel §)
[fg Projects - Secondary FTE Dist.
EE Frojects - Secandary Trawvel § Dist.

EE Service Pools - Secondary FTE Dist.

o 1 stategy arageral (g Service Pools - Secondary Travel § Dist

: EEE;EE”E:’STE;:T?:“S; e SAPSEM ESirctegic Enferprise Management [y otr G&A- Secondary FTE Dist,
e - o (3 ctr G&A - Secondary Travel § Dist.

(g Corp G&A- Secondary FTE Dist.

(g Corp G&A- Secandary Travel § Dist.
EE Proj Plan (FTE Travel 5P, Oth Dir §WYE)

Budget Formulation is one part of the overall SEM system and comprises multiple
et budget planning work folders. The Budget Formulation tool used at NASA is custom
@ Customiling developed to support NASA budget planning activities.
B (3 weh Interfadll Builder
b (] Status and Wcking System
B (3 weh Survey|
b [ Capital Markst | @rpreter
b ([ Financial Staterfent Planning
b [ Investment Flarfling
@ Transport Planfa Applications
b [ Business Consolidfion

QH@ & O || Eresting vaker | epEudora- (1] | Evicrosoft Pawerpoint... | [ 58P Logon Pad 620 ;'SAPEas Access . ’Wiﬂ/// @ PP-PhaSIng I:Other Dlr $:I
: * I BEg Sve Pool (FTE, Travel, 5P, Oth Dir §.1WYE)
After budget planning activities occur (g SP-Phasing (Other Dir §)
and data is established, it will be % E‘Er iﬁ:gﬂ;ﬁ;;ﬁ‘;'éfgm 2l
handet_j off to Resource Analyst_s to B Corp G&A (FTE Travel 8P, Oth Dir 6 WWYE)
enter into the Budget Formulation [ ¢O-Phasing (Other Dir §)
System. They will be entering the [ Senvice Pool - Capacity f Rate Planning
budget data into the appropriate {3 Senice Pool - Revenue Planning
| ing fold for their budaet (g Center G&A - Allocations
planning Tolders tor their budge [fg Corporate G&A - Allacations

planning activity.
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] Process Overview: Center Control

Oim Workforce/Travel Planning Business
Planning Activities

PROGRAM

B During Pre-POP:

e Center FTE/Travel Authorizers receive guidance from the Center management
that defines the Center’s FTE/Travel Dollar ceiling

e lterations of negotiations take place to assign the FTEs/Travel Dollars to
Organizations within the Center

e Rates and dollars associated with the FTEs are calculated (by Organization) for
further distribution throughout the Center

B During POP:
e FTE/Travel Dollar requirements are further defined
e Authorizers can refine the rate, dollars, and FTEs/Travel Dollars

B During Initial Phasing Plan and Mid-year update:
e Authorizers can input monthly FTEs, rates, and dollars
e Authorizers can view monthly Travel Dollars from the lower level planners.
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S Workforce Planning Business Process
u[lll Overview: Center Control Planning
PrestAt Activities

Flanning Folders

wmnmm EE Center Control Planning ( FTEs f REPM)

@ Center Contral Planning {Travel )
Center

EE Primary Resource Dist. (FTEz)
Organization

EE Primary Resaurce Dist. (Travel F

g Projects - Secondary FTE Dist.

EE Projects - Secondary Travel § Dist.

EE Semice Pools - Secondary FTE Dist.
EE Service Pools - Secondary Travel § Dist.
(g ctr G&A- Secondary FTE Dist

(g Ctr G&A- Secandary Travel § Dist.

. . e .
+ FTEs FTEs FTE i Covered during
* Rates * Rates * Rates F ﬁ\@ hi '
+ Dollars + Dollars - Dollars %" this course:

(g 5P-Phasing (Other Dir §)
(g Ctr G&A (FTE Travel SP,Oth Dir $WYE)
EE CE-Phasing (Other Dir §)

EE Corp G&A (FTE, Travel 5P, C0th Dir § WYE)
g cO-Phasing (Other Dir §)

EE Service Pool - Capacity f Rate Planning
(g Service Pool - Revenue Planning

g Center G&A- Allocations

EE Corporate GEA - Allocations

B This folder is used by the Center FTE Authorizers to set FTE
allocations to the Organizations.
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5 Travel Planning Business Process
Dim Overview: Center Control Planning
PROGRAM " mgm

Activities

Flanning Folders
- - — - (53 Center Control Planning (FTESRAPMI
Center Control PIannlng_; E Center Control Flanning (Travel §)

Primary Resource Dist. (FTEz)
Center

EE Primary Resaurce Dist. (Travel F
Organization

EE Projects - Secondary Travel § Dist.

EE Semice Pools - Secondary FTE Dist.
EE Service Pools - Secondary Travel § Dist.
(g ctr G&A- Secondary FTE Dist

(g Ctr G&A- Secandary Travel § Dist.

g Projects - Secondary FTE Dist.
Travel $

Travel $ Travel $

@ Covered during
y==| this course!

=
=
=
&
=

2 3 i Ty
(g 5P-Phasing (Other Dir §)
(g Ctr G&A (FTE Travel SP,Oth Dir $WYE)
EE CE-Phasing (Other Dir §)

EE Corp G&A (FTE, Travel 5P, C0th Dir § WYE)
g cO-Phasing (Other Dir §)

EE Service Pool - Capacity f Rate Planning
(g Service Pool - Revenue Planning

g Center G&A- Allocations

EE Corporate GEA - Allocations

B This folder is used by the Center Travel Authorizers to set Travel
dollar allocations to the Organizations.
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5 Workforce/Travel Planning Business
Dim Process Overview: Center Control
PROSRAN Planning Activities

Activities in the System

The Authorizer selects the Center Control Planning folder.

The Authorizer selects or enters the appropriate Header characteristics for
Business Area, Budget Year, Agency Version, and Center Version.

B The Authorizer distributes FTE/Travel Dollars quantities to Organizations.

B The Authorizer can enter labor rates (developed separately and outside of this
system) and the system computes labor costs or the Authorizer can enter labor
costs and the system computes labor rates.

B After the rates and/or FTE dollars are calculated and after the Travel Dollars are
entered the Authorizer can pull reports.

The Authorizer can phase rates, dollars, and FTEs.
The Authorizer can view phased Travel Dollars from the Organizations.
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= Workforce/Travel Planning Business
Dim Process Overview: Primary Distribution
PROST AN Activities

Primary Distribution Activities

B During Pre-POP:
e Center FTE/Travel Authorizers distribute FTEs/Travel Dollars to Organizations
in the Center.

e Center Organizational FTE/Travel Authorizers further distribute the
FTEs/Travel Dollars to Project Definitions, Service Pools, Center G&A, and
Corporate G&A within the Organizations. This is the Primary Distribution.

e lterations of negotiations take place between Organizations and Projects,
Service Pools, Center G&A, and Corporate G&A.

B During POP:
e FTE/Travel Dollar requirements are further defined.

e Authorizers can request additional FTEs/Travel Dollars through an overguide
request.

B During Initial Phasing Plan and Mid-year update:

e Authorizers can input monthly FTEs by Project Definition, Service Pool, center
G&A, and Corporate G&A.
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[ Process Overview: Primary Distribution

Oflll Workforce/Travel Planning Business
Activities

PROGRAM

Activities in the System

The Authorizer selects the Primary Distribution (FTE/Travel) Planning Folder.

B The Authorizer selects or enters the appropriate Header data for Business Area,
Budget Year, Agency Version, Center Version, NASA Organization, Labor
Category, and Fiscal Year.

B The Authorizer distributes FTEs/Travel Dollars to Project Definitions, Service
Pools, Center G&A, and/or Corporate G&A within the selected Organization.

After the distributions have been made, the Authorizer can view reports.

B The Authorizer can phase the FTEs/Travel Dollars during the initial and mid-year
phasing plan period.
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PROGRAM

Center Control Planning and Primary

Distribution

Flanning Folders
EE Center Control Planning ( FTEs f REPM)
@ Center Contral Planning (Travel §)

ﬁ Primary Resource Dist. (FTEz) |

* FTEs * FTEs

* Rates * Rates

* Dollars * Dollars
Projects/Programs Projects/Programs

Service Pools Service Pools

Corporate G&A Corporate G&A

Center G&A Center G&A

* FTEs

* Rates

* Dollars
Projects/Programs

Service Pools

Corporate G&A

Center G&A

EE Primary Resaurce Dist. (Travel F

[y Projects - Secondary FTE Dist.

EE Projects - Secondary Travel § Dist.

EE Service Pools - Secondary FTE Dist.
EE Service Pools - Secondary Travel § Dist.

(g ctr G&A- Secondary FTE Dist
@ Cr e Coronoane Teawal B ot

% @é Covered during
HIS==%]| this course!

=

G2 Sve Fool (F TE, Travel, 5P, 0th Dir $,797TE
(g 5P-Phasing (Other Dir §)

(g Ctr G&A (FTE Travel SP,Oth Dir $WYE)
EE CE-Phasing (Other Dir §)

EE Corp G&A (FTE, Travel 5P, C0th Dir § WYE)
g cO-Phasing (Other Dir §)

EE Service Pool - Capacity f Rate Planning
(g Service Pool - Revenue Planning

g Center G&A- Allocations

EE Corporate GEA - Allocations

B This folder is used by the Center Organizational FTE Authorizers in the
Brimary resource distribution to allocate FTEs throughout the organization
y the full cost components of Projects/Programs, Center G&A, Corp. G&A,

and Service Pools
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PROGRAM

Center Control Planning and Primary

Distribution

Flanning Folders
EE Center Control Planning ( FTEs f REPM)
EE Center Contral Planning (Travel §)
EE Primary Resource Dist. (FTEz)

EE=] E‘rimarg.r Resource Dist, ﬁravel £

| Primary Distribution
Travel $ Travel $ Travel $
Projects/Programs Projects/Programs Projects/Programs

Service Pools Service Pools Service Pools

Corporate G&A Corporate G&A Corporate G&A

Center G&A Center G&A Center G&A

Eﬁ Projects - Secondary FTE Dist.

EE Projects - Secondary Travel § Dist.

EE Service Pools - Secondary FTE Dist.
EE Service Pools - Secondary Travel § Dist.

(g ctr G&A- Secondary FTE Dist
@ Cr e Coronoane Teawal B ot

% @é Covered during
% N=24| this course!

G2 Sve Fool (F TE, Travel, 5P, 0th Dir $,797TE
(g 5P-Phasing (Other Dir §)

(g Ctr G&A (FTE Travel SP,Oth Dir $WYE)
EE CE-Phasing (Other Dir §)

EE Corp G&A (FTE, Travel 5P, C0th Dir § WYE)
g cO-Phasing (Other Dir §)

EE Service Pool - Capacity f Rate Planning
(g Service Pool - Revenue Planning

g Center G&A- Allocations

EE Corporate GEA - Allocations

B This folder is used by the Center Organizational Travel Authorizers to
allocate travel dollars throughout the organization by the full cost
components of Projects/Programs, Center G&A, Corporate G&A, and

Service Pools.
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PROGR A M Secondary FTE/Travel Distribution
Organization Organization Organization Organization
FTEs/Travel $ FTEs /Travel $ FTEs /Travel $ FTEs /Travel $
Rates Rates Rates Rates
Dollars Dollars Dollars Dollars
Center G&A Projects/Programs Projects/Programs Projects/Programs

Secondary Distribution

o & .0 A

Corporate G&A Corporate G&A Center G&A Corporate G&A
Projects/Programs Center G&A Corporate G&A
Cost Cost 5 Sub-
—»  WBS > Center ' Center Pool
Cost Cost Sub-
—» WBS > Center > Center —> Pool

B Secondary Authorizers do the secondary distribution of FTEs/Travel
$ from the four full cost elements to the lower levels. This is covered
in other Budget Formulation classes.
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PROGRAM FTE/Travel Requests

Projects/Programs Center G&A Corporate G&A
A

A
Cost Cost I Sub-
— WBS Center Center Pool
Cost Cost Sub-
——  WBS Center Center — Pool

FTE/Travel Requests

B Requesters request FTEs/Travel Dollars. This is covered in other
Budget Formulation classes.
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ﬁim Topic 1: Workforce/Travel Planning
PRO G R A M Business Process Overview: Debrief

B This section provided an overview of Center Control Planning and Primary
Distribution activities for Civil Service FTEs/Travel Dollars.

-9
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PROGRAM

How Dol LogInto
the BF Application?

|.|‘Ej| Accessories r
|i| Acrobat Reader 5.0

&4 Internet Explorer
Microsoft Access
Microsoft Excel

@ Microsoft Cuklook;

@ Latus Applications L4
|E| Microsoft PowerPaink
E Micrasoft Projeck

E Microsoft Word

L.“E.I Cutlook Express

@ qws3zio

() wWindows Media Plaver
Bm sepFrontEnd

Select SEM from the extended menu.

Select SAPLogon to log on to the BF
Application.

0 00 ©

BF Release 0.5 Training — Revision 1 Slide #33

SAPlogan

Bz sem

Select the Start button from the lower left-hand
corner of your computer.

Select Programs from the Start menu.

Select SAP Front End from the extended
menul.

| @ Development Tools &

. SAPlpd ¥ sSaplogon

Or, if available, you can:

@ Double-click the SAPLogon
icon of your computer’s
desktop.
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PROGRAM

SAP Logon B20

Description

fil 001 - Development Spstem

: L) - Lliuis
52T - Training 51 ﬁ

o | a j—

| For Help, prezz F1

€ Seclect S2T - Training.

@) Click the Logon button to obtain
your logon screen.

BF Release 0.5 Training — Revision 1

How Dol Loginto
the BF Application?

ser  Systerm Help

@5 aldH @& SEE aNO2 FE @

SAP

Mewy password

(@) WARNING! This is 2 U.S. Govemment computer.
This system is for the use of authorized users only.
Client 200 By accessing and using the computer system you are

cansenting to Y
Lser Trainl¥ ¢ maonitaring of @;_
Password ********ﬁ access to, this I -

disciplinary ac

Language

® Enter your User name.
@ Enter your Password.
- The asterisks cannot be erased.

- If your password is less than 8
characters, do not fill in the asterisks.

Click the Enter button or press the Enter key on
L 5 your keyboard.
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ﬁim How do | Get to the
PROGR A M Planning Folder Menu Page?

2 Menu Edit Eavorites Esxtras  Systern  Help
ajd H €@ & SRR DO HE G
SAP Easy Acc trategic Enterprise Management/Business Analytics

B GlEB 2
< 5 raod UPSFL Y
(] Budget Formulation — 2
B Exeuute my & Financials
b [ Strategic Enterprise Management
I 1 Business Analtics

[+ [ Business Information Warehouse
[ [ Tools

@ Type the upspl in the blank field under the menu bar to
go to a list of planning folders.

Click the Enter button or press the Enter key on your
keyboard.
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PROGRAM How Do | Access a Planning Folder?

Planning Folder Edit Goto  Exras  System  Help

& afa H €O DHBR anoas BA @«

Flzsning Foiders
Bzt lEER

Flanning Folders
EE Center Control Planning { FTEs f RE&PM)
@ Center Cantrol Planning (Travel &
@ Primary Resource Dist (FTEs)

Primpany Besanre Dist (Travel 5
G Projects - Secondary FTE Dist, .

Projects - Secondary Travel § st
@ Service Pools - Secaondary FTE Dist.
@ Service Pools - Secondary Travel § Dist
(g cfr G&A - Secondary FTE Dist.
(g Ctr G&A - Secandary Travel § Dist
[ Com G&A- Secandary FTE Dist.
@ Corp GEA - Secondary Travel § Dist.
@ Froj Plan (FTE, Trawel, 5P, Oth Dir §WYE)
EE FF-FPhasing {COther Dir )

&) From the Planning Folder Menu page, select the folder you would like to enter (the
folder will become highlighted in yellow.)

e Click the Execute button.

g Frojects - secondagEZE Dist | NOTE: Users can also double-click on
the desired Planning Folder to enter.
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Oim What Do the Planning
PROGRA M Folder Colors Mean?

Flanning Folder Edit Goto Extras

ajd B @ DHEA S nLas AR @

Systerm Help

FPianning Foiders
B G @ G &

Flanning Folders
EE Center Control Planning ¢ FTEs f REPK)
EE Center Control Flanning (Travel §)

L_[E Primary Resource Dist. (FTE=)
L_[E Primary Resource Dist. (Travel §)

EE Frojects - Secondary Travel § Dist.

L_[E Service Fools - Secondary FTE Dist.
g service Pools - Secondary Travel § Dist.
g ctr G&A - Secondary FTE Dist.

B From the Planning Folder Menu page:

e A planning folder highlighted in indicates the previous folder a user
entered.

EE izenter Control Planning ( FTEs f RE&PM)

e A planning folder highlighted in indicates the folder the user has
selected. o
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ﬁim What Are the Primary
PROGR A M Sections of a Typical Screen?

ala @I eEae  DHE SO O8 EE @B

Execute Primnary Resource Dist (FTEs)

@ %

ilName |Descriptn Selection Char. value ext. |Selection| Charval

Center BA 21 Ames Research Center 17

Budget Year Budget Year 2005 2005
= AgencyVersion AgencyVersion ADO1 Pre-POP <D Header Area
- Centerversion Center Version Ccoo1 oot
. Organization  NASA Org Space Projects Divisi...
- Labor Category LG # Mot assigned %

iscal Year Fiscal yaar 2003 2003

IE'Version Control: Copy E‘Verswon Contral: Draft Submit ’E‘Version Control: Final Submit ’E‘Version Control: Restore Iﬁcheck ALL Bus. Rules
Projects (Annuall | Projects [Annuall-Delta | Svc Pools Annual] Svc Pools (Arnuall-Deba | CirGdd foruall | Gt GiA fnnuall - Dela Corp G [bonual) | »
'ﬁﬂefresh FTE Rate I'ﬁ[ﬁhack Bus. Rules I’ﬁﬂecnmputa |
RIEmEIFEEE] < Input Area
Guide Type  |0G Type  |Project Definition FY 2003 FTEs|FY 2004 FTEs|FY 2005 FTES| F 2006 FTES|FY 2007 FTES|FY 2008 FTES|FY 2008 FTES
INGUIDE |7 21-200-10 21-200-10 30.0 30.0 30.0 30.0 30.0 30.0 30.0
INGUIDE 0G Type |Project Definiion | Total 300 300 30.0 30.0 30.0 30.0 30.0
| |[Guide Type  [0G Type |FrojectDefinition | Tatal 30.0 30.0 30.0 30.0 30.0 30.0 30.0
Projects [fnnuall $ | SvcPools (Bnruall$ | Ch GEA[Annual$ | CopGeABnnual$ | Proects Phase] § SvcPools[Phase]§ | Ol G8A(Phase]$ |  CopG v
Guide Type| 05 Type | Project Definition FY 2003 §| P 2004 §|Fy 2005 $| F 2008 §| F 2007 §|Fy 2008 §|Fv 2008 § 7 o t t A
INGUIDE |# 21-200-10 21-200-10|3,615.000 | 3,502,680 |3,855.920 |4,114.660 |4,206.330 |4,520.550 4,702.770 u pU rea
INGUIDE |03 Type | Project Definition | Total 3,615.000 (3,802,660 3,855,920 |4,114.660 4,206,330 |4,520.550 |4,702.770
Guide Type|OG Type | Project Definition | Total 3,615.000 3,802,680 |3,855.920 |4,114.660 4,296,330 |4,520.550 |4,702.770

B Screens have three primary areas:
e Header area
e |nput Area
e Output Area
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@)
Dﬂ!!G RAM What Are the Menu Buttons?

FIﬂmm:F ilder  Edit Goto ysterm  Help

z Q|Q[H][E|@ﬁﬁﬁl.@l@.

5

IIII E

Menu Buttons

Checked/OK — Enters your data

Save — Saves your work

Back — Takes you back one screen

Exit — Exits you out of the system

Cancel — Cancels your data

Create New Session — Opens another session

000000
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Q
1 !!!GRAM How Do | Log Out?

Menu Edit Eavorites Esxtras  Systern Help
V] BldH Gaf GHEB DL BE @M SEM Menu
SAP Easy Access Strategic Enfterprise Management/Business Analytics \l

BE & HEB 7 v a

= = Favorites
Budget Formulation
Execute

/ & ala H e SCHR anan BRI @ Planning
Folder Menu

FPianning Foiders
B G @ G

Flanning Folders
g center rol Planning ¢
(=] %t Gontral Planning o &4 B @ (D EB IS T4

Primary Resource Dist. (F

i Primary Resource Dist Gl -BwetTITa Center Controf Planning ( FTEs / R&PM) Planning

[» [ Strategic Enterprise Manag
I 1 Business Analtics
[+ (1 Business Information Waghouse
[ 3 Tools

I ondary FTE

--------------------------------- 27 Folder

Projects - Secondary Traw

[ service Poals - Seconda
G service Poals - Seconda E "
g ctr G&A - Secandary FTE

Mame Descriptn |Se|ectiun| Char. value ext.
| Center BA 22 Glenn Research Center
Budget Year Budget Year 20086 2006
'7 Adency Yersion Agency Version ADOT Pre-FOP
|— Center Version Center Version oot oot
Fiscal Year Fiscal year 2003 2003

Regardless of where you are in the system, to log out:
@ Click the Exit button.
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PRO G R AM What Are the Header Area Buttons?

& Bld 0 CaQ CHE Do AR @
Execute Center Control Pianning ( FTEs / R&PM)

MHame Descriptn
Center BA

Budget Year Budget Year 2008
Adency Version Adency Versian ADDT
Center Version Center“ersion Zom
Fiscal Year Fiscal year 2003

Char. walue ext.|
Sdann Research Center

Qfader Area

Hide Variable Values — Hides the header characteristics leaving the Input and Output
Areas.

Transfer Variables — Sends the header variables to the database. A user can retrieve
data for the corresponding header variables or plan based upon the header data.

Delete — Deletes an entire row of Header Characteristics. This functionality should NOT
be used.

Display/Change — Remc@ability to edit the Header Characteristics.

[+]
[~]

Header Menu Buttons

9 9% 9 9

BF Release 0.5 Training — Revision 1 Slide #41



fm
PROGRAM What Are the Input Area Buttons?

[%22\'ersion Contral; Copy ||E'Version Contral: Draft Submmit ||ﬁ'\-fersicun Cartral: Final Submit ||ﬁ‘\!ersion Cottral: Restare ||ﬁEheck ALL Buz. Rules ‘
Projects [&nnual) | Projects [Annual] - Dela | Sve Poole [Annual) Swe Poolz [Annual] - Delta | Chr G [Annual) | Chr G [Annual] - Delta | Corp Gd [Annual) | r
[*#iRefresh FTE Rate IlﬁCheck Buz. Rules ||ﬁHecampute | -
gal| @@ 0O 22 s |

FY 2003 FTEs|FY 2004 FTEs | FY 2005 FTEs | FY 2006 FTEs FY 2007 FTEs|FY 2008 FTEs|Fa Input Area

Guide Type e |Project Definition

INGUIDE |l ‘w-m 30.0 30.0 30.0 30.0 \,,.u
| INGUIDE 003G Type Prnjew .-“"IJ 30.0 30.0 30.0 30.0 30.0
[_m Guide Type  |OG Type  |Project Defin u 30.0 30.0 0.0 0.0 30.0

Input Area Menu Buttons
Check — Checks all of the fields in your planning area.

Delete — Deletes a row of data.
Sort — Sends data to the database and creates a total by row in the input area.
Append Row — Inserts a blank row in the input area for planning.

Lead Column Settings — Allows the user to indicate what lead columns should be totaled
and subtotaled. Preferences can also be set to modify the way data is sorted in the Lead

Column.

909992
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PRO G R AM How Do | Add a Row of Data?

FTE (fnrual) | FTE [annual] - Dela | FTE Rate (Annual) | FTE $ [fninual] | FTE (Phass] | FTE (Phase] - Delta | FTE Fiate [Phase] | FTE % [Phase F o
’ﬁﬂecompute |@Hefresh FTE Rate |Iﬁﬁheck Buz. Rules |
FEIEIIE = e
Guide Type | 0G MASA Org LG |Fr 2003 FTEs|Fy 2004 FTES|Fr 2005 FTES| Fv 2008 FTES| Py 2007 FTES
INGUIDE |o7|# z AEROPROPULSION RESEARCH PROGRAM OFFIGE [# 10.0 10.0 15.0 15.0 20.0
INGUIDE  |# D OFFICE OF THE CHIEF FINANCIAL OFFICER # 50.0 50.0 45.0 45.0 40.0
INGUIDE  |# 3 OFC OF SAFETY & ASSURANCE TECHNOLOGIES  |# B0.0 0.0 B0.0 60.0 B0.0
Lh IS e + ONE0 LSO e ¢ TS LI ™0l IhE S kAT b Tl + A0 a0 A0 200 00
[4][»]] | [«][»]
FTE (brrual) |  FTE (Annual)-Deha | FTE Rate fdnnual) | FTE §(annual) | FTE [Phase) FTE (Phase)-Deka | FTERate(Phase] | FTE§(Phass) | F»
IﬁHecompute |Iﬁﬂefresh FTE Rate ||ﬁl:heck Busz. Rules |
RN SEEEE
Guide Type |0G Type | MASA Org Lc | Fy 2003 FTEs| Py 2004 FTES| F 2005 FTES| F 2008 FTES| F 2007 FTES
INGUIDE  |0G Type |MASA Org |Total L 9450 975.0 985.0 1,005.0 10250
Suide Type | 0G Type | MASA Org | Total g & 9450 9750 9850 10050 10250 T
| o
— [~]
[][r]] [4][]

@ Click the Append Row button. A blank row will be added. If data already exists in the
input area, the row will the be inserted at the end of the data.

@ Enter data into the row.
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ﬁim How Do | Scroll Right
PROGR A M To See/Enter My Data?

1 3:e] | Travel § [Phaze] - Incremental | Travel % [Phaze] - Cumnulative | 5P Units [Phaze] | 5P Units [Phaze] - Delta | WH'E [Phasze) | Uzer-Defined % [Phaze] |

[t ecompute ||ﬁF‘rime [Feg=duth] ||ﬁHefresh FTE Rate ||ﬁcheck Bus. Rules |

ga) | m)||)| D&z

=i Guide Type Yoe riy | 5
=pl|[Guide T QG T MASA O I L Fy 2015 FTE F 20

Hide
Show...

Freeze to Column
Unfreeze Columns L] T J[4][]

4 4d § [Brinual) Other Dir § [Annual) WAYE [Annual) FTE an  20rtin ascend. order J SP Units and § (Phase] | Other Dir § [Phase] WYE [Phase) |
Sortin descnd order

& Right-click on any column header.
@ Sclect Unfreeze Columns.

NOTE: Upon entering a row, you need to unfreeze columns. This
will allow you to scroll through data to the right of the visible screen.
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PROGRAM

How Do | Delete a Row of Data?

FTE [&nnual) ] - Delta FTE Rate [Annual) FTE $ [Annual) FTE [Fhaze] FTE [Phase] - Delta FTE Rate [Phaze] FTE % [Phaze) Fr
[f23Recomput Rate ||ﬁ€heck Busz. Rules
sal|@pa|D]al E
|Guide Type |OG Type |MASA Qrg Jai: FY 2003 FTEs | FY 2004 FTE=s|FY 2005 FTEs|FY 2006 FTE=s| FY 2007 FTE
UIDE # G2RS01 OFFICE OF CFO, DIR: OFC # 182.0 182.0 182.0 182.0 182,
UIDE # f25001 SCIEMCE DIRECTORATE, DIR OFC # 4130 4130 4130 4130 413,
INGUIDE # G2TD01 SPACE TRANSFORTATION, DIR OFC # 150.0 150.0 150.0 150.0 150,
INGUIDE 0OG Type  |[NASA COrg | Total L 1,989 4 1,989 4 1,989 4 1,989 4 1,989
Guide Type |OG Type |MASAQrg  (Total L 1,989 4 1,889 4 1,884 4 1,989 .4 1,988, [«]
[~]
......... T [ [ 4+
Jata will he |ost
@ O ywou really want to delete
the selected data?
I fBs i | Mo

& Highlight the row of data by clicking the empty box to the left of the row.

@) Click the Delete Row button. A message box will confirm that you want to delete the

data.

&) Click the Yes button.
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PROGRAM

How Do | Save Data?

& ol alg

CQQ  CHBE DDLOoD RE am

Execute Center Control Fl
E&

=1k 1FZ

Es / R&FM)

Mame Descriptn |Se|ectinn| Char. value ext.
| Center B2 22 Glenn Research Center
Budget Year Budget ¥ear 2006 2006
Agency Version Agency Wersion A0 Fre-POP
Center Version Center Version cam cao - = : : LT
FisealaaE Bl 2003 2003 Execute Center Contral Planning { FTEs / RE&PM)

[l]

@ O wou weant to save the data?

s 9 Mo |ﬁ Cancel

& Click the Save button. A message box will confirm that you want to save the data.

@ Click the Yes button.

BF Release 0.5 Training — Revision 1
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How Do | Obtain a Full List of Values in a

PROGRAM

Dropdown Box?

Controlling area WASA

NABSA Org Short Description Medium Description BA Company Co|Srce Sys. |Object cur|Profit cen|Ferson responsible
Office of CFO O0ffice of the Chief Financial Officer 51 NASA SAPBW1Z0@ [USD W. &hell
51150 0ffice of CFO O0ffice of the Chief Financial Officer 51 NASA SAPBW1Z0@ [USD W. &hell
220600 AGQUISITION OFFICE OF ACOUISITION 22 |NASH SAPTA1311 |USD D.B. Walker
220600 AGQUISITION OFFICE OF ACQUISITION 22 |NASH SAPTA1311 [USD D.B. Walker
225500 INSTRUMENT & CONTROL|INSTRUMENTATION AND COWTROLS DIVISION 22 |NASA SAPTA1311 [USD D.B. Walker
225500 INSTRUMENT & CONTROL|INSTRUMENTATION AND COWTROLS DIVISION 22 |NASA SAPTA1311 [USD D.B. Walker
227100 COMPUTER SERYICES COMPUTER SERMICES DIWISION 22 [NASA SAPTA1311 [USD D.B. Walker
1088400 OFFICE OF THE ADMIN.|OFFICE OF THE ADMIMISTRATOR 10 [NASH SAPTA1831 [USD Timothy Kelly
22015R0026| SRF-FRAC TOUGHNESS  |SRF- =
Controlling area MNASH EI
=]
MASSE Org Short Description Medium Description BA Company Co|Srce Swys. Object cur|Profit cen|Person responsihle
21 Ames DELETE THIS COST CENTER 21 MASe SAPEW1 ZOO uso . Smith
[=3= DELETE Structural Dynamics & Load Group [=3=4 MASH SAPBW1 ZEOQ uso J. Bunty
2202 OFFICE OF GCFO OFFICE OF GCFO _ MAaSs
2205 SAFETY & ASSURANCE SAFETY & ASSURANCE o MAaSs
2206 OFFICE AQUISITION OFFICE AQUISITION 2= MNASA
51100 Director Office of the Director 51 MAasSa SAPEW1 200 uso & Diaz
H111@ Human Resources Office of Human Resources 51 MASs SAPEWT 200 usoD & Hubbard
H1112 Workforce Planning Workforce Planning Office 51 [FER=1) SAPEWT ZE0 usD . Parsons
51113 HR Resources Oper Human Resources Development Office 51 [PER=T) SAPEWT 200 usoD 5. Buffalano
G1114 Human Resources Dew Human Resources Development Office 51 [PER=TY SAPEWI Z2E0 uso 5. Johnson
51120 Edual Oppt. Prog Egqual Opportunity Prodram OTTice 51 MASH SAPEW1ZOO uso D. Menchan
51130 Fublic ATTairs Office of Public AfTairs 51 MASH SAPEBW1ZOO uso J. RuTTt
51140 ChieT Counsel Office of Chief Counsel 51 MASA SAPEBW1 ZOO uso L. Watson
51150 OfTice of CFO Office of the Chief Financial Officer 51 MASe SAPEW1ZOO uso M. Bbhell
51151 Redg Finance Office Regional Finance Office 51 MASH SAPBW1 ZEOQ uso P. Gal-Edd
51153 Program Anal Office|Program Analysis Office 51 [ER=TY SAPEW1 200 usoD 4. Baker
51155 Cost and Commericial |Cost and Commercial Accounts Department 51 MAaSs SAPEW1 200 Uso 5. Brown
51156 IFMP Implementation IFMP Implementation and Operations OTT 51 MAaSa SAPEW1 200 uso J. Sprunk
51157 General Accounting General Accounting Department 51 MAaSs SAPEW1 200 uso M. Mitchell
51159 Financial Serwices Financial Services Department 51 RS- SAPEWI ZE0 usoD G. Flemming
511660 University Programs Office of University Programs 51 MASs SAPEWT 200 uso G. Soffen
51190 Inspector General MASSA OFffice of Inspector General 51 MASs SAPEWT 200 uso K. Carson
12060 Management Operation|Management Operations Directorate 51 MASs SAPEWT 200 usoD A McNally
51201 Institutional Supp. Institutional Support Office 51 MASe SAPEW1 ZO00Q uso T. Paprocki
51205 SaTtety, Enwviron. Satety, Enwironmental and Security OTT. 51 MASe SAPEW1 ZOO uso P. Sinha
S1211 Center ADF Frocure. Center ADF Procurement OTfice 51 MASe SAPEW1ZOO uso FP. Logan
S1z212 Management Op. FProc.|Manadgement Operations Procurement OTFT. 51 MASH SAPEW1 ZOO uso C. Tart
51213 Procurement Supp Procurement Support Office 51 MASS SAPBW1 200 usD R. Acevedo
51215 BAETD/STAAC Direct AETD/STAAC Directorates 51 MAaSs SAPEW1 200 uso E. sAustin El
51216 Space Sciences Dir Space Sciences Directorate 51 MAaSa SAPEW1 200 uso L. Giraldi
R1218 Wallnns Procurement Wallnns Procurement Office 51 MAass SAPRWA2AM SN 5] Panliarn zl
LIl [ <]l>]

& |n the dropdown box, click the All Values button. This will expand the list of available
information.
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PROGRAM

How Do | Filter Information
In a Dropdown Box?

“alue Help for InfoQbjec

Controlling area MASA

NASA Org

Short Description

Medium

511608
2206008
220600
225500
225500
2a2rion
1oassQ0
2201 5R0026

NI 0t tice of GFO

Office of CFO
ACOUISITION
ACOUISITION
IMSTRUMENT & CONMTROL
IMSTRUMENT & COMWTROL
COMPUTER SERWICES
OFFICE OF THE ADMIN.
SRF-FRAC TOUGHMESS

Oftice
0ffice
OFFICE
OFFICE
INSTRU
INSTRU
COMPUTE
OFFICE
SRF-TEY

©

w@ﬁ] ®

i

999 9

Restrictions |

Froject Definition
Medium description
BA

Changed on
Company Code
Cost center
Contralling area
Ohject currency
Plant

Profit Center
Project def. {ext.)
Applicant
Responsible Person
Created on

B Status: SYE0
Source system D
Source System
Project Type

g?estrictnumberto

ct cur

Frofit cen

FPerson responsible

23336+ [:_3]
22-336- 9

[}
N
o
D.
1]
o
V]

mmmo o

. Abell

Abell

Walker
Walker
Walker
Walker
Walker

Timathy Kelly

D.E.

Walker

ol olelsla|olslo]o]o]g]

Walue Help for InfoCbject OPROJECT

Project Definition Medium Descriptiaon

Ed

Changed on

Company Co

Cost cente

Controllin

Object cur

Plant

Profit Cen|P

nafee/eaan

T —

D

[l¥]

v F &P H %

o x
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In the dropdown box, click the Filter button. A message box will prompt you to enter
your filter criteria.

Enter your filter criteria.
Click the Enter button.
The dropdown box will display the data that meets the criteria you entered.
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1 PRO G R AM How Do | Hide the Header?

Flanning Folder  Edit 0 System  Help
& B0 CEaQ  SHEB ITOan  BEE @ @
Execute Primary Resource Dist (FTEs)

S)E ||
me |Descr|ptn Selection Char. value ext.|Selection| Charval...
BA 21 Ames Research Center
ear Budget Year 2005 2005
ency Yersion Agency Version A001 Pre-FOP
ersion Center Yersion coo 0o
ation  MASA Org Space Projects Divisi..
ategaory LC #* Mot assighed E'
| [[Fiscal vear Fiscal year 2003 2003 [~]
= — e S T
’ﬁ'\-fersion Contral: Copy ||E'Version Contral: Diraft Submit ||§'Version Contral: Final Subrit ||E'Version Control: Restare ||ﬁcheck ALL Bus. Rules I

Planning Folder Edit GSoto

() afld @ &S| 2R EE D

Execute Primary Resource Dist (FTEs)

i
; . . ; —
p— p— p— g—
'ﬁ'\-"er&ion Contral: Copy I'ﬁ'\-"ersion Control: Draft Submit ]’E"\u"ersion Control: Final Submit I'ﬁ'\-"ersion Contral: Restore ||ﬁ[ﬁheck ALL Bus. Rules |
Frojects [Snnual] | Projects [Annual] - Delta I Svc Poolz [Annual] I Svc Poolz [Annual] - Delta | Chr G, [Annual] I Chr G&& [Annuall - Delka I Corp G, [Annual) »

Iﬁﬂeflesh FTE Rate |@Check Bus. Rules |’wﬂecompute |

Ell S0 =3 [ ==

Guide Type |06 Type  |Project Definition F¥ 2003 FTEs|FY¥ 2004 FTEs|Fy 2005 FTEs|F 2006 FTEs|Fy 2007 FTEs| Fy 2008 FTEs|FY 2009 FTES
NGUIDE  [co|# 21-200-10 21-200-10 30.0 30.0 300 300 30.0 30.0 30.0
TS e oo oo —og ro oo oo oo

@& Click the Hide Variable Values button.
@ The Header will be hidden, leaving only the Input and Output Areas.
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PROGRAM How Do | Display the Header?

Planning Folder  Edit

& ald H €S 2 HEE S008I EE @

=rzjion Control: Copy I’E‘Version Contral: Draft Submit IE‘Version Contral: Final Subrit I’ﬁ'\-"ersion Contral: Restare I’ﬁtheck ALL Bus. Rules I’ﬁ’“‘" SEM TEAM USE OML: »
Anrual] | FTE [Annual)-Detta | FTE Rate[Annual]l | FTE $(4nnual) | FTE (Phase) |  FTE [Phase) - Deka | FTE Rate(Phase] | FTE$(Phass) | Fo»

dR@acmput= | P§Refresh FTE Rate | BR§Check Bus Rules |

@& D&z 252
de Twpe oG Tvpe MASA Org LC FY 2003 FTEs|FYy 2004 FTEs| FY 2005 FTEs|FY 2006 FTEs|FY 2007 FTE
SUIDE  |omf # 62A001 CEMNTER COPERATIONS DIRECTORS OFFICE |[# 200.0 200.0 200.0 200.0 200
#* 62001 CLISTOMER & EMFPL REL, DIR OFC # 156.4 156.4 156.4 156.4 156, H

Planning Folder Edit Goto
pdHICaQ I EEHEB oOan | BEE @ b
Execute Center Control Planning ( FTEs / R&PIM)

=R

=1L Mame |Descriptn | Selaction] Char. value ext.
Budget Year Budget Year 2005 2005

AgencyYersion Agency Yersion E A002 Center POP

Center Version Center Version coom coo1

Fiscal Year Fiscal year 2003 2003

@& Click the Display Variable Values button.
@ The Header will appear, along with the Input and Output Areas.
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Exercises
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Hfm

PROGRAM TOpic 2: Overview

Entering Header Data

Distributing Annual FTEs/Travel Dollars to Organizations
Entering Annual Rates and Calculating Dollars

Entering Annual Dollars and Calculating Rates

Phasing FTEs

Phasing Rates

Phasing Dollars

Reviewing and Authorizing FTE/Travel Dollars Requests
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PROGRAM Center Control Planning Overview

Center Control Planning Folder

Execute Center Conirol Planning { FTEs / R&PM)

Mame |Descriptn |Se|ectinn| Char. value axt.
Center BA 21 Ames Fesearch Center
Budget Year Budget Year 2020 2020
Agency Version Agency Version AdOA Pre-FOF
CenterVersion Center Version coo coo E
Fiscal Year Fiscal wear I[ 204 2018 E
’E‘\-"ersinn Control: Copy ||E'\a"ersion Contral: Drraft Subrnit ||E'\a"ersion Contral: Final Subrmit ||E"Jersinn Contral: Restare |@Check ALL Bus. Rules |Iﬁ’“‘" SEM TEAM LISE ONL »
FTE (rruall | FTE [bnnual)-Deba | FTE Rsteftnrusll | FTE§(dnnual] | FTE(Phassl |  FTE (Phase]-Deta | FTERate(Phassl | FTE§(Phase) | F»

’ﬁHecompute ||ﬁ|:heck Buz. Rules |

RIE= = E
Guide Type |0OG Type  |MASA Org Lz F 2018 FTEs | FY 20158 FTE= | FY 2020 FTE=|FY 2021 FTEs | FY 2022 FTEs|F
INGUIDE  |c7)# 21CF Financial Managerment Division # 36.0 36.0 36.0 36.0 36.0
| IMGLIDE * 21CR Resources Management Office #* 300 30.0 0.0 0.0 300
| INGLIDE # 210G Fundamental Biology # 35.0 35.0 35.0 35.0 350 [4]
I L M - b M 1711 Qinraalocular Dhweice P T bora Deocoirarn A 00 200 00 00 200 E
[[»][ [ [«][»]
FTE and $ [bnnual) | FTE and § (Phase) |
R =) g e ]
Guide Type |OG Twpe  |MASA Org LG Fy 2018 FTEs| Fy 2018 §|Fy 2013 FTEs| Fy 2019 §|FY 2020 FTEs| FY 20
| INGUIDE  |er)# 21CF Financial Managerment Division # 36.0( 2,826.000 36.0| 24977.020 36.0| 3,086 D
| IMNGUIDE * 2MCR Resources Management Office #* 30,0 2745000 30.0| 2886330 30.0( 3002
| IMGUIDE * DG Fundamental Biology #* 350 4252500 3a.0( 4478355 3a.0( 4658 %
TYF-RTT=N= " EYH=T i Lo loe Dloim oo f oo T - Annl AndE oo Annl 444 Ton Annl 4 aan
[aJ[»][ [ I[«][]
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1 !!!G R A M Center Control Planning Overview

Center Control Planning (Travel $) Folder

Execute Center Controi Planning (Travel $) N
BEEEE
(B Hame Descriptn |Selectinn| Char. value ext.
| Center BA 21 Ames Research Center
Budget Year Budget Year 2020 2020
Adency Wersion Agency Versian AO01 Fre-FOP
Centerersion CenterWersion coo1 coot
Fiscal Year Fiscal year 2018 2018
[ ersion Control: Copy ||E"Versinn Contral: Draft Subrmit ||E"\)'ersion Contral: Final S ubrmit ||ﬁ'\fersinn Control: Restore ||ﬁ€heck &L Bus. Rules ||ﬁ"“" SEM TEAM USE DML »
Annual | Annual - Delta |

[F25Refresh Travel $ ||ﬁ€heck Buz. Rules |

gaI[ 3] (@] 0] &) [z [
|Guide Type 06 Type MASA Cirg FY 2018 § Fy 2019 § F
[][»]] |[4][+]
Travel § [Phase] | Travel $ [Fhaze] - Incremental | Travel $ [Phaze] - Cumnulative |
|Guide Type 0G Type |NASA Org | OCT-§ MOY - §
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PROGRAM

H Annual Planning Input Layouts:

FTE/Travel (Annual)
FTE/Travel (Annual) — Delta
FTE Rate (Annual)

FTE $ (Annual)

B Phasing Plan Input Layouts:

BF Release 0.5 Training — Revision 1

FTE (Phase)

FTE (Phase) — Delta

FTE Rate (Phase)

FTE $ (Phase)

FTE $ (Phase) — Incremental

FTE $ (Phase) — Cumulative

FTE (Phase) — User Defined

FTE Rate (Phase) — User Defined
FTE $ (Phase) — User Defined

Slide #55

Center Control Planning Overview

H Output Layouts:

= FTE and $ (Annual)
FTE and $ (Phase)
Travel $ (Phase)

Travel $ (Phase) —
Incremental

= Travel $ (Phase) -
Cumulative



Q nter Control Plannin verview
Dim Center Control Pla g Overvie

PROGRAM Process Flow — Annual Planning

Open Distribute Enter Labor
Center Enter Annual Dollars or Save the
Control Header Data TEs/T ravel $ R?:ras Data
Plannin
|=o|derg Orgamzatlon Orgs
Version Version
Control:
Ch_eck Cont!'ol Submit to S T
Business Submit to C000 .
Al €999 Final submit
Draft submi
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PROGRAM

Topic 2: Entering Header Data

Center Control Planning
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PROGRAM Topic 2: — Entering Header Data

B Goal: Enter the appropriate characteristics in the Header Area, to define the data
that you want to plan.

B Entering header data:
1. Log On

2. Open Center Control Planning Folder
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PROGR A M Center Control Planning Folder

FTE Annual Input Layout

Exectite Center Control Pianning { FTEs / R&FM)

ISR
MName |Descriptn |Se|ectiun| Char. value ext.
Center BA 21 Ames Research Center
BudgetYear Budget Year 2020 2020
Agency Version Agency Version AdD Pre-PCP
CenterYersion Center Version oo Zom |E|

Fiscal Year Fiscal year el 2018 2018
[f#3ersion Contol: Copy ||E'\a"ersion Control; Diratt STrmi [*23\ersion Contral: Final Submit |E"\!’ersinn Contral: Restore ||ﬁl:heck ALL Bus. Rules ||ﬁ*“ SEM TEAM USE OML® »

FTE (Annual) | gn—-—l—ﬁ—}———l—ﬁﬁi—l—ﬁ-ﬁ—-—l—ﬁ—i—s] | FTE$(Phase) | Fo

FiRecomue |50 Marme Descriptn Selectinn| Char. value E}l.'t.|
g/ [@) [ @[] Center BA 21 Ames Research Center
cueewe 29| Budaetvear  Budget Year 2020 2020 pisealnon g Fﬂ
I INGUDE  # |l Apency Yersion Adency Yersion A001 Pre-POP Header Dataj; =
INGUIDE  |# : : \m—&u
reine = || CenterVersion Center Version oo 001 | 300l |onEnmE
Fizcal Year Fiscal year |:| 2018 2018
FTE and % [&nnual)
FEAIEIE R E =
GuideType DG Twpe  |MASA Org L Fv 2018 FTEs| FY 2018 § FY 2019 FTEs| Fy 2019 % Fy 2020FTE=| FY 20
| INGUIDE o7 # MCF Financial Management Division # 360 2826000 360 2877.020 60| 3,096
| IMGUIDE * HMCR Resources Management Office # ann| 2745000 00| 2,886.330 o) 3,002
| INGLUIDE # 210G Fundamental Bialagy # 35.0| 4,252.400 350 4478355 3480 4,658%
LD [ [«[+]
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PROGRAM

Header data is the data that you want to pull from the database and plan. In the Center

Entering Data in the Header Area

Control Planning Folder, the data that you specify is the following:

Header Area

MHatme Descriptn Enn Char. value ext.
Center BA 21 Afes Research Center
[ Budget Year Budget Yea 2020 2020
]Agenwversinn Agency Yergion AD01 Fre-POP
CenterVersion CenterVersfon Cao1 coot
;JFiscaI‘r‘ear Fiscal vear ' 2018

1) Enter the following in the Header Area to define the data that you want to plan:

Center

Budget Year
Agency Version
Center Version

Fiscal Year

The two-digit Center number.

The budget year you are planning.

The Agency Version in which you are working
A001=PrePOP, A002=POP.

The Center Version in which you are working (C001-

C005).
The fiscal year you are updating.

2) Click the Transfer Variables button to set the data you want to plan.

BF Release 0.5 Training — Revision 1
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PROGRAM

Topic 2: Distributing Annual FTEs/Travel
Dollars to Organizations

Center Control Planning
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ﬁim Topic 2: Distributing Annual
PROGRAM FTEs/Travel Dollars to Organizations

B Goal: Take the annual Center FTE/Travel Dollar Control Total and distribute it to
the Organizations within the Center.

B Entering header data:
1. Log On
2. Open Center Control Planning Folder
3. Click on Annual Button Layout
4. Enter Header Data
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Dﬂ!!G R A M What goes in the Input Layout?

FTE Annual Input Layout - Input Area

[*3Fecompute |IﬁEheckEu3. Rules |
o)\ @] [ D& [iz]i]
Guide Type |0G Type  |MASA Org L Fv 2018 FTE=|FY 2019 FTEs| FY 2020 FTEs | FY 2021 FTEs|FY 2022 FTEs|F
r IMGUIDE  |crf# 21CF Financial Management Division # 36.0 36.0 36.0 36.0 36.0
IMGUIDE # 2 CR Resources Management Ofice 3 30.0 30.0 30.0 30.0 30.0
IMGUIDE # MDG Fundamental Biology # 350 350 35.0 350 350
INGLIDE # 21D Biomalecular Physics & Cherm Program |# 30.0 300 0.0 30.0 30.0 E|
IMGUIDE % 2100 Public Affairs Office 3 10.0 10.0 10.0 10.0 10.0 |E|
L] | D]
1) Click the append row button to add a row.
2) Enter the following:
Guide Type Inguide or Overguide
OG Type Overguide type: New Initiative, Augment, Price or (#) unassigned.
You must enter the unassigned type if you selected inguide.
NASA Org The directorate or division that you are distributing FTEs/Travel $ to.
LC The labor category assigned to the FTEs. You must enter the
unassigned category (#) if you are not using Labor Categories.
FY 20XX Enter FTEs/Travel Dollars for two previous years, the budget year

and four outyears.

BF Release 0.5 Training — Revision 1 Slide #63



Hfm

PROGRAM What goes in the Input Layout?

FTE Annual Input Layout - Input Area

[ ecompute ||ﬁ€heck Buz. Rules ‘
FEAE =T ] e e =

Guide Type |0G Type  |MNASA Org L Fv 2018 FTES|FY 2019 FTES | FY 2020 FTES|FY 2021 FTEs|FY 2022 FTES|F
IMNGLIDE  |c7]3# 21CF Financial Management Division #* 36.0 6.0 36.0 36.0 36.0
INGLIDE # 21CR Resources Management Office # 300 an.o 0.0 30.0 30.0
INGLIDE # DG Fundamental Biology # 350 350 5.0 350 350
IMGLIDE # 2100 Biomolecular Physics & Chem Program |# 300 an.a 0.0 30.0 30,0 |E|
INGLIDE # 21D% FPuhblic Affairs Office # 100 100 10.0 100 100 E|

L[] [ [«][»]

3) Click the Transfer Variables button to sort the row of data that you entered.
4) Click the Recompute button to calculate the output

5) Repeat for all of the organizations within your responsibility.

6) Click on the Save button when complete.
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PROGRAM

Where can | see the output?

a9 (A al) OUtp ayCO
FTE and $ [Annual] FTE and $ [Phaze]
RAIEIE =P EE
Guide Type |OG Type  |MASA Org LG FY 2018 FTEs| FY 2018 §|FY 2018 FTEs| Fy 2019 §|FY 2020 FTEs| FY 20
INGUIDE  |e=)# 21CF Financial Management Division # 36.0| 2826000 36.0| 2977020 36.0| 3,096
INGLIDE # 21CR Resources Management Office # 300 2,745.000 300 2,886.330 ano| 3,002
IMGUIDE # 210G Fundarmental Biology # 35.0| 4,252.500 35.0| 4478355 35.0| 4,658 E‘
IMGIUIDE # 21 Doy Biomolecular Physics & Chem Program |# 30.0| 3,945.000 300 4151.700 300 4,319 E‘
Kjnj | [«][»]

7) Click the FTE and $ (Annual) output button to view data in the output area.

8) The following information is shown:

Guide Type
OG Type

NASA Org
Labor Category
FY 20XX FTEs
FY 20XX $
Totals

BF Release 0.5 Training — Revision 1

Inguide or Overguide
The type of Overguide: New Initiative, Augment, Price, and (#)

unassigned.

The directorate or division.

The labor category assigned to the FTEs.

FTEs for two previous years, the budget year, and four outyears
The dollars associated with the FTEs. (equal to FTEs X Rate)
The totals for all organizations listed.
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PROGRAM Where can | see the output?

Budget Formulation Report Website Menu

Home | Workforce *| Projects =| Service Pools =| Center G&A | Corporate G&A ~| IFMP Docs ™| Print Reports =

A
FTE Distribution k

Center Control Planning

Primary Resource Planning e
Travel Distribution
Secondary Resource e Annual I
- Requested Phased A
Version Comparison k

1) Open the Budget Formulation BW report website.

2) Enter your BF user name and password.

3) Click on the menus shown above.

4) Enter the header data for the data you want in the report.
5) The report shown on the next page will open.

BF Release 0.5 Training — Revision 1 Slide #66



il

rrocram  Travel Dollar Distribution Annual Report

Center Control Planning, Travel Distribution: Annual Report

Zoom In |5|:| o Zoom Out

Email Comments

=~ Hawigation block:

Businezs F.iscal o

area WEAr
W i
MASS Ory | = 0G Type 21 [
| N8 |

= Center Control Dist - Travel

=~ Variable Values

Guicle =7 Most Current Data
Type Center
? Budoget Year
AR AR - Agency Yersion
gocy vn

Trawvel Amt Center Yersion
WP | | MASA Org

2= 293
_ Ames Research Center

2020

|Pre-FOF
ARC Pre POP
| Financial Marmt Div

Fiscal year 2018 (2019|2020 2021|2022 2023|2024 | Overall Result
) Travel Travel Travel Tranel Travel Travel Travel Travel
Guide Type | OG Type MASL Cirg 3 5 3 TH SH T 5 $K |
In Quide HD‘t gssigned 21 C.F Financizl Mgﬂjt Diwe | 25000  F 25.000 $ 25..|:I|:I|:| .iﬁ 25.000 _'$ 25.000 [ F 25000  F 25000 % 175.000
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PROGRAM

Topic 2: Entering Annual Rates and
Calculating Dollars

Center Control Planning
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ﬁim Topic 2: Entering Annual Rates and
PROSRAN Calculating Dollars

B Goal: Assign a labor rate that is developed outside the system to Organizations
(Directorates or Divisions) and derive the resulting annual dollars. (Number of FTEs
x Rate = Dollars)

B Entering Rates and Calculating Dollars
1. Logon
2. Open Center Control Planning Folder
3. Click on the FTE Rate (Annual) button in the input area
4. Enter Header Data
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1 PROGRAM Center Control Planning Folder

Hate (A 0 0 aV O
=i Mame |Descriptn |Se|ectiun| Char, value ext.
‘__ Center BA 21 Ames Research Center
Budget Year Budaget Year 2020 2020
Agency Yersion Adency Version A001 FPre-FOP
Centerersion Center Yersion zoot Coo1 E|
Fiscal Year Fiscal year I: 2018 2018 E|
[*#2ersion Control: Copy ||E'Versiun Contral: Draft Submit ||E"Vetsian Control: Final Submit ||E'\-fetsi0n Control: Restore ||ﬁEheck ALL Bus. Rules ||ﬁ“” SEM TEAM USE QML »
FTE [rrual] | FTE (Annual)-Deta | FTERatefdnnuall | FTE §[Annual]l |  FTE (Phase) | FTE(Phase)-Delta | FTERate(Phass] | FTE§(Phass] | F»

[f35Cal: Dollars ||ﬁtheck Bus. Rules |

RIRIEEEIEEE A

MASA Org LG FY 2018 Rate| FY 2019 Rate| FY 2020 Rate| FY 2021 Rate|FY 2022 Rate| F¥ 2023 Rate| Fr 203+
Z1CF @ Financial Management Divisian # 78.500 87695 86.027 80.484 93.430 98306 N Input Area
21CR  |Resources Management Ofice # 81.500 96,211 100.029 104110 108.702 114375 118 —
| |21D6  |Fundamental Binlogy * 171 800 127 853 133103 138 458 144 564 152108 158233 [=]
21DV |Biomalecular Physics & Chem Pragram |# 131.500 138390 143.067 148752 156,356 164 516 171147 [~]
FTE and ¥ [&nnual) FTE and % [Phasze]
Guide Type |0G Type  |MASA Org LC FY 2018 FTEs| Fv 2018 §|Fy 2018 FTEs| Fy 2019 % Fy 2020 FTEs| Fy 20
| |INGUIDE [{# 21CF Financial Management Division # 36.0| 2,826.000 360| 2,877.020 36.0| 3,086
| INGLIDE # 21CR Resources Managemment Office # 300 2745000 30.0( 2,886.330 300 3,002
| |NGUDE ¥ 210G Fundamental Biology # 35.0| 4,252,500 50| 4478355 35.0| 4,658
INGUIDE  |# 21D Biomalecular Physics & Chem Program |# 30.0| 3,845.000 30.0| 4151700 00| 4,319 =
INGUIDE  |# 210K Public Affairs Office # 10.0| 1,055.000 100| 1,087 540 10.0] 1141 5
thll"\l Hnrar - Aadrrr [mINT-E ey T ommaie i i i - A0 0 N nkaT-ulnln} A5 A ATO AN A0 0 4 454
[«][»]] | [«][»]
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IﬁEalc Dallars

PROGRAM

’ﬁEheck Buz. Rules

What goes in the input area?

FTE Rate (Annual) Input Layout: Input Area

|a) [ oI @] D] @iz 2] st

MASA O Jid F* 2018 Rate|Fv 2019 Rate| Fy 2020 Rate| FY 2021 Rate| FY 2022 Rate| Fr 2023 Rate| FYf 2024 Rate
21CF |l Financial Management Division #* 78.600 82.6495 BE.027 89.484 93.430 98.306 102.268
21CR Resources Management Office #* 91.600 96.211 100.088 104.110 108.702 114.375 118.934
210G Fundarmental Biology #* 121.500 127.943 133108 138.448 144.564 152108 158.239
210 |Biomolecular Physics & Chem Program |[# 131.500 138.390 143.967 148.7452 156.356 164.516 171.147
21D Fublic Affairs Office #* 105.500 109.754 114177 118.765 124.002 130,474 135.733 %
FHlEE Cwstarns Endinaaring Divieion % 107 &0 107 874 117 150 116 RTH 171 877 138170 137 345

1)

2) Enter the following:
NASA Org
LC
FY20XX Rate

3)

Click the append row button to add a row.

The directorate or division the rate applies to.
The labor category assigned to the FTEs. You must enter the

unassigned category (#) if you are not using Labor Categories.

outyears.

BF Release 0.5 Training — Revision 1
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Click the Transfer Variables button to sort the row of data that you entered.

Enter rates for two previous years, the budget year and four



PROGRAM What goes in the input area?

FTE Rate (Annual) Input Layout: Input Area

IﬁEalc Dallars ’ﬁEheck Buz. Rules

) [ ))& O] a1z [ ed)
MASA O LC F* 2018 Rate|Fv 2019 Rate| Fy 2020 Rate| FY 2021 Rate| FY 2022 Rate| Fr 2023 Rate| FYf 2024 Rate
21CF |l Financial Management Division #* 78.600 82.6495 BE.027 89.484 93.430 98.306 102.268
21CR Resources Management Office #* 91.600 96.211 100.088 104.110 108.702 114.375 118.934
210G Fundarmental Biology #* 121.500 127.943 133108 138.448 144.564 152108 158.239
210 |Biomolecular Physics & Chem Program |[# 131.500 138.390 143.967 148.7452 156.356 164.516 171.147
21D Fublic Affairs Office #* 105.500 109.754 114177 118.765 124.002 130,474 135.733 [4]
FHlEE Cwstarns Endinaaring Divieion % 107 &0 107 874 117 150 116 RTH 171 877 138170 137 345 E

4) Click the Calc Dollars button to calculate the dollars (rate X FTEs).
5) Repeat for all of the organizations within your responsibility.
6) Click the Save button when complete.
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PROGRAM Where can | see the output?

FTE and $ (Annual) Output Layout

| FTE and§(Phase] |

Guide Type|0G Type |MASA Org L F 2018 FTEs| FY 2018 §|FY 2019 FTEs| FY 2019 § Fy 2020 FTEs| FY 2020 §(FY
IMGUIDE  |# 21CF Financial Managerment Division # 36.0| 2826.000 36.0| 2977.020 36.0| 3,096.972 ﬂ
" |INGUIDE | 21CR Resources Managerment Office # 30.0| 2745000 30.0| 2,886.330 30.0| 3002670
INGUIDE  |# 210G Fundamental Biology # 35.0| 4252500 35.0| 4473355 35.0| 4658.815 [=]
INGUIDE  |# 2100 Biomolecular Physics & Chern Prograrm |# 30.0) 3945000 30.0) 4151.700 30.0) 4,319.010 [+
L[]l [ ([

7) Click the FTE and $ (Annual) output button to view the output area.
8) The following information is shown:

Guide Type Inguide or Overguide

OG Type The type of Overguide: New Initiative, Augment, Price, and (#)
unassigned.

NASA Org The directorate or division.

LC The labor category assigned to the FTEs.

FY 20XX FTEs FTEs for two previous years, the budget year, and four outyears.

FY 20XX $ The dollars associated with the FTEs. (equal to FTEs X Rate)

Totals The totals for all organizations listed.
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PROGRAM

Topic 2: Entering Annual Dollars and
Calculating Rates

Center Control Planning
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ﬁim Topic 2: Entering Annual Dollars and
PROGRAM Calculating Rates

B Goal: Assign an annual dollar amount to Organizations (Directorates or Divisions)
and calculate the resulting annual rate. (Dollars / number of FTEs = Rate)

B Entering Dollars and Calculating Rates:
1. Logon
2. Open Center Control Planning Folder
3. Click on the FTE $ (Annual) button in the input area
4. Enter Header Data
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PROGRAM

Center Control Planning Folder

L=l (=R

Marme Descriptn |Selectinn| Char. value ext.
| Center BA 21 Ames Research Center
| Budget vear Budget vear 2020 2020
|— Adency Yersion Agency Yersion AD01 Fre-FOP
E Center Wersion CenterVersion cooz caoz2

Fiscal Year Fiscal year 2018 2018

KN ) E—

Iﬁ'\femion Contral: Copy

||E'Versinn Cantral: Diraft Submit

||ﬁ'\iersinn Cantral: Final Subrmit

||E'V'er$icun Cantral: Restore

| B#SCheck ALL Bus. Rules

| B SEM TEAM USE ONL* »

FTE fnnual] | FTE finual)-Delta | FTE Ratefdnrual) | FTE $[Anrual) | FTE(Phase) | FTE(Phass]-Deta | FTERate(Phase] | FTE§(Phase) | F»
’ﬁEaIc Rate IﬁEheck Bus. Rules
RIEEEEEEE
Guide Tupe |OG Type | NASA Org L FY2018§ Fy2019§ Fy20208 Fr20218% Fr2022% Fra2o23g) F
INGUIDE |7 # 21CF Financial Management Division # 2,826.000| 2,977.020| 3,096.972| 3,221.424| 3,363.480 353907
|| INGUIDE  [# 21CR Resources Management Office # 2,745.000| 2,886.330| 3,002.670] 3,123.300| 3,261.060| 3¢ Input Area
|| NGUIDE  [# 210G Fundamental Biology # 4,252500| 4,478.355| 4,658.815 4,846.030 5,058.740| 53T
| | NGUDE  [# 21D Biomolecular Physics & Chem Program | # 3,945.000| 4,151.700| 4,319.010| 4492560 4,690.680 4,935.4803,
Lb Lemul L u Ay PP T i - 4 a A A 4 44 T T 4 A A i Tacol a4
0] [«
FTE and § [Annual] FTE and % [Fhaze]
B Guide Type|OG Type [NASA Org LG Fy 2018 FTEs| Fv 2018 $|Fy 2019 FTEs| Fy 2019 §|Fy 2020 FTEs| Fv 2020 §Fy
| |INGUIDE [# 21GF |Financial Management Division # 36.0] 2,526,000 36.0] 2,977.020 36.0| 3,096.972
|| INGUIDE [# 21CR |Resources Management Office # 30.0] 2,745.000 30.0] 2,896.330 30,0 3,002.670
|| INGUIDE [# 210G |Fundamental Biology # 35.0] 4,252.500 35.0| 4,478.355 35.0] 4,656.815) [«
INGUIDE |# 210Wi |Biomalecular Physics & Chem Program |# 30.0] 3,345.000 30,0 4,151.700 30.0] 4319010  |[+]
L[ ][ I (][]
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PROGRAM What goes in the input area?

FTE $ (Annual) Input Layout: Input Area

[z Rate

| lﬁEheck Bus. Rules |

_ aajm)@Dfe)iz]z]

Guide Type [QE Type  |MASA Org faiiz FY 2018 %| F¥ 2019 %| FY 2020 %| Fy 2021 | FY 2022 §| Fy 2023 % F
INGUIDE  |ep)# 2 CF Financial Management Division # 2,826.000| 2977.020| 3096972 3,221.424| 3 363.480| 3530016 3,
INGLIDE # M CR Resources Management Office # 2745000 2,886.330| 3002670 3123.300| 3,261.060| 3431250 3,
INGLIDE # DG Fundamental Biology # 4252800 4478354 4658815 4846.030| 5059.740| 5323780 4 E
INGLIDE # 21Dy Biomolecular Physics & Chem Prograrm |# 3,945.000( 4141.700) 4,319.010| 4 492460| 4 690650| 45835480 4 |E|

LDl | [l
1) Click the append a row button to add a row.

2)

BF Release 0.5 Training — Revision 1

Enter the following:

Guide Type
OG Type

NASA Org

Inguide or Overguide

The type of Overguide: New Initiative, Augment, Price, and (#)
unassigned. You must enter the unassigned type if you selected
inguide.

The directorate or division the dollars apply to.

Labor Category The labor category assigned to the FTEs. You must enter the

FY20XX $

unassigned category (#) if you are not using Labor Categories.
Enter dollars for two previous years, the budget year and four
outyears.

Slide #77



PROGRAM What goes in the input area?

FTE $ (Annual) Input Layout: Input Area

IﬁEaIc Rate IﬁEheck Bus. Rules
) [@][@[0]e) x|

=i Guide Type  |OG Type  |NASA Org LG Fv 2018 % Fv2019% Fv 20208 Fy 2021 & FY 2022 &% FY 2023 % F
INGUIDE  |mi# 21CF Financial Management Division #* 2,826.000| 2977.020| 3096972 3,221.424| 3363480 3,539.016| 3,
INGUIDE ¥ 21CR Resources Management Office #* 2,745.000| 2,886.330| 3,002.670| 3123.300( 3 261.080| 3,431.250] 3,
INGUIDE # 21D Fundamental Biology #* 4,252.500| 4,478.355| 4,658.815| 4,846.030( 5059.740| 5,323.780) 4, [=]
INGUIDE ¥ 2100y Biomaolecular Physics & Chem Frogram |[# 3,945.000| 4151.700| 4,319.010| 4.492.560( 4 690.630( 4935480 4, [+]

L]l | D]

3) Click the Transfer Variables button to sort the row of data that you entered.

4) Click the Calc Rate button to calculate the rate (dollars/ FTESs).

5) View the output of dollars in the output area, view the rate in the rate input area.
6) Repeat for all of the organizations within your responsibility.

7) Click the Save button when complete.
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PROGRAM Where can | see the output?

FTE $ (Annual) Input Area and FTE and $ (Annual) Output Area

FTE [fnnual] FTE [ftnnual] - Delta FTE Rate [fnnual] FTE % [frinual) FTE [Fhaze) FTE [Phaze] - Delta FTE Fate [Phaze] FTE % [Fhaze| Fr

IﬁEalc Rate ||ﬁEheck Busg. Rules |

s8] (@)@ 061212

[E|Guide Tyre  [0G Type  [MaSA Org LG WMmumm e 21177 §| F
| |[NGUIDE =# 21CF Financial Management Division # C | 2826.000| 2977.020| 3,096.972| 3,221.424| 3,363.480 3,539.016
| |inGuDE  [# 21CR Resources Management Office # — 7886330 3,002.670| 3,123.300] 3261 . 3,
| |INGUIDE ¥ 210G Fundamental Biology # 4,252500] 4,476.355| 4,656.815] 4,846.030] 5,059.740| 5323780| 5)[0)
| |INGUIDE  [# 21 D Biomolecular Physics & Chem Program |# 3.945.000| 4,151.700| 4319.010| 4,402 560| 4,600.680| 4,035.480| 5[5
[«][»]] [ [«][»]
FTE and % [fnnual) FTE and § [Phaze)
[ Guide Type| 0G Type [ASA Org i Fy 2018 FTEs Fy 2019 FTEs| Fy 2019 §|Fy 2020 FTEs| Fy 2020 §|Fy
| |INGUIDE |# 21CF  |Financial Management Divisian # 36.0| 2.826.00 36.0| 2,877.020 36.0| 3,096.972
| |InGuIDE |# Z1CR  |Resources Management Office # 30.0 30.0| 2,886.330 30.0| 2,002670
| |INGUIDE [# 210G |Fundamental Biology # 36.0] 4,262.600 36.0| 4478355 35.0| 4658815 |1
| |InGuIDE |# 21DW  |Biomalecular Physics & Chem Program |# 30.0| 3,845.000 30.0] 4,151.700 300] 4319010) |5
0] [ [«][»]

As you enter the dollars in the input area, you can see the output in the output area,
once you have clicked the Transfer Variables button.
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PROGRAM

Where can | see the output?

mate (A z 0 aVvQo 0 Area and and » U 0 Aresg
FTE [&nnual) FTE [&nnual) - Delta FTE Rate [Annual) FTE % [Annual) FTE [Phaze) FTE [Phaze] - Delta FTE Rate [Phaze) FTE % [Phaze) F»

[f35Cal: Dollars ||ﬁ|:heck Buz. Bules |
FAIEE] s 1A P =

MNASA Oy L Fv 2018 Rate| FY 2019 Rate| FY 2020 Rate| FY 2021 Rate| FY 2022 Rate| FY 2023 Rate| FY 2024 Rate

| 21CF = Financial Management Division # 78.500 82,695 aE.027 89.484 93.430 98,306 102268
21CR Resources Management Office # 91.500 96.211 100.024 104110 108.702 114.374 118.984
210G Fundamental Biology # 121.500 127.953 133104 138,458 144 564 152108 158,234 |E|

| 21 0 Biomolecular Physics & Chem Prograrm |[# 131.500 138.390 143.967 149,752 156,358 164.516 171.147 |E|

FTE and % [&nnual) FTE and % [Phaze]

Guide Type |0G Type  |MNASA Org L FY 2018 FTEs| FY 2018 % Fy 2019 FTEs| FY 2019 §|FY 2020 FTEs| Fy 20
INGUIDE  |cnf# 21CF Financial Management Division # J6.0| 2826000 J6.0) 2877.020 36.0) 3,096
INGUIDE # 21CR Resources Management Office # 00| 2745000 300 2,886.330 300 3,002
INGUIDE # 210G Fundamental Biology # 35.0| 4252500 350 4478355 35.0| 46458

| INGLUIDE # 21 0y Biomolecular Physics & Chem Program [# 30.0| 3945000 0.0 41451.700 300 4314 E

| INGUIDE # 210 FPublic Affairs Office # 10.0| 1,055.000 10.0) 1,097 540 1000 1,14 IE'

I Lthi™L L - b I I el el [ mIRP-X oy i winm e T aim i - A0 0 4 _OS0s Onn A0 0 A OT0 A0 4050 0 4 474

[[e] [ 4[]

After you have entered the dollars in the FTE $ (Annual) input area and clicked on the

Calc Rate button, you can see the resulting rate in the FTE Rate (Annual) input area.

This is the only place you can see the rate. The output area shows FTEs and dollars.

BF Release 0.5 Training — Revision 1
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Q Workforce FTE Distribution Annual
Dﬂ!! GRAM Report

Budget Formulation Report Website Menu

Home | Workforce | Projects | Service Pools ™| Center G&A | Corporate G&A ~| IFMP Docs ™| Print Reports ™
|

Center Control Planning - S 3
- —— FTE Distribution
Primary Resource Planning T Annual
Travel Distribution Q{F_:I
Secondary Resource - Phased
Planning Authorized vs. - -
Requested Version Comparison »

1) Open the Budget Formulation BW report website.

2) Enter your BF user name and password.

3) Click on the menus shown above.

4) Enter the header data for the data you want in the report.
5) The report shown on the next page will open.
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m Workforce FTE Distribution Annual
PROGR A M Report

Center Control Planning, FTE Distribution: Annual Report

(‘\ Bw ‘ Home | Workforce | Projects ™| Service Pools ™| Center G&A ™| Corporate G&A ~| IFMP Docs ™| Print Repurts"i
ms?n - .
it o
By Web Application
Zoaom In ||50 o Zoom Out | Email Camments |
=7 Havigation block:
Business Fizcal Gulicle =7 Variable Values
area yEar E Type &
? ? ? Mast Current Data == 283
: ; : Cernter Ames Research Center
E:tb;;w = Nesaorg 2 06 Type (B Budget rear 2020
i T Agency Yersion Pre-Pop
. : ? ? ? Cernter Wersian ARC Pre POP
A MASA Or Ermpty Demmarcation
FTE Rate, = e _
Gty Amt Labor Category Ernpaty Dermarcation
S
v Center Control FTE Distribution
Fiscal year 2018 2019 2020
FTE FTE FTE FTE FTE FTE FTE FTE FTE
MASA Org Labor Category Gide Type | OG Type Rate QTY il Rate QY K Rate QTY Jk
_ _ | $H K $H |
.21 CF  Financial Momt Div It assig!'led In Guide _Nl:lt assigned | 57350000 350FTE| § 2,8_2B£IEIEI 58263500 350FTE| F24877020| 8602700, 350FTE| § 3,095
21CR  Resources Momt Off |Pat assigned In Guide Mot szsigned | § 9150000 3S00FTE, $2,745000 $95.21100 3J00FTE, ¥2586.330|%100.05300 300FTE % 3,003
21D Funcamentsl Biolagy | Mat assigned In Guide Mot azsigned | § 12150000 350FTE| $4,252500 12795300 350FTE| ¥$447V5.355|$133.10900 350FTE| § 4659
.21 v Biomalecular PhyiZh | Mot sssigned In Guide _Nl:lt aszigned §131.50000 300FTE| §3945000|%13539000 30O0FTE| $4151.700 $145596700| 3S0O0FTE §4.319
.21 D= Public Affairs Mot azsigned In Guide _Nl:lt aszigned § '!EIS.SEIEIEIEI 100FTE| § 1 55000 | F 109.?5400 100FTE| §1,097.540 % 1'!4.1 7700 100FTE| $1.1 41_
.21 FE | Systems Engineering Mot azsigned In Guide Mot azsigned | F 10250000 A00FTE, %4,025000 510752400 100FTE §1075240|%11216300 100FTE F1.1H
.21 Fh | Fabrication Dev Mot az=signed In Guide Mot azsigned | § 10050000 YSO0FTE| %7,537.500 %105634400 VSOFTE| §7 975800 |%110.63000, TVSOFTE| %5297
_21 JF Fac _& Maint Mot Div | Mot assigned In Guide _Nl:lt aszigned | $99.50000 0 350FTE| § 3285500 (% '!DS.DB'] oo| S30FTE, $35467V.013 $109.29500 330FTE ¥ 5605
.21 J | Documentation Dewl | Mot assig!'led In Guide _Nl:lt assigned | 58350000 Z200FTE| §4,770000( $9273200 200FTE| F1854640 FA6546900| 200FTE| 1,929
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Other Buttons

’ﬁﬁ efrezh FTE Requests

| 'ﬁ@Ck Buz. Rules |

AR e
Guide Type |0G Type  |MASA Org L Authorized FTEs| Requested FTE=|Annual FTE Delta) Annual FTE Rate | Autho

INGUIDE  |emf# HMCF Financial Management Division # 360 0o -36.0 Taa00| 248 ﬂ

| IMNGUIDE # 21CR Resources Management Office # a0.0 0.0 -30.0 915800 27 E|

IMGLIDE # 21DG Fundamental Biology # 35.0 0.0 -35.0 121.500] 42 E|
anj [ L][+]

B The Refresh FTE Requests button pulls in all of the latest requests from the
lower level planning folders.

BF Release 0.5 Training — Revision 1
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ﬁim Exercises - Entering Annual
PROGRAM FTEs/Travel Dollars

Now you will have an opportunity to practice what
you have just seen in the Budget Formulation System
Training Environment
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PROGRAM

Topic 2: Phasing

Center Control Planning
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PROGRAM TOpiC 2: PhaSing

B  Goal: During initial and mid-year phasing plan activities, the user will phase FTEs,
dollars, and/or rates using manual entry or algorithms built into the system.

B Phasing:
1. How to phase
2. Phasing algorithms

3. Incremental and cumulative
phasing

B Phasing Steps:

1. Logon
2. Open Center Control Planning Folder
3. Click on the appropriate Phasing Input Layout Button

4. Enter Header data (ensure budget year and fiscal year are
correct)

5. Use algorithm buttons or manually enter phasing data
6. Save the data when complete
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ﬁim Center Control Planning Overview
PROGRAM Process Flow — Phasing

Open
Center Enter Phase FTEs
Control Header Data

Planning

Folder

Calculate
Phased
Dollars or

Rates

Draft submi Final subm

Version eI
Check . Control:
Save the Business ContTOI' Submit to Save the
Data Submit to Data
Rules C000
C999 it
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PROGRAM

Entering Data in the Header Area

Header Area

Mame Descriptn gelection izhar. value ext.
Center BA 21 AmAs BEesearch Center
Budoet Year Budoet Year 2020 2020
Agency Yersion Agency Versid A0 Fre-FOF
CenterVersion Center Version c001 iy
Fiscal Year Fiscal year 2018

1) To obtain the appropriate data to phase, enter the following in the Header Area:

Center

Budget Year
Agency Version
Center Version
Fiscal Year

The two-digit Center number.

The budget year you are planning.

The Agency Version you are working in.

The Center Version you are working in (C001-C005).
The fiscal year you are PHASING.

2) Click the Transfer Variables button to set the data you want to plan.

BF Release 0.5 Training — Revision 1
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PROGR A M Center Control Planning Folder

FTE (Phase) Input Layout: Input Area

Marme |Descriptn |Se|ec1inn| Char. value ext.|
Center BA 21 Ames Research Center
Budget Year Budget Year 2020 2020
Adency Version Agency Yersian A0 Pre-FOP
Center Version CenterVersion com coo1 E|
Fizcal Year Fiscal year |: 2018 2018 E|
Iﬁ"'\fersian Contral: Copy lﬁ'\iersiun Control: Draft Submit E"Velsian Contral: Final Subrnit lﬁ'\iersiun Control: Restare IﬁEheck ALL Bus. Rules Iﬁ*** SEM TEAM USE ONL: »
FTE fnruall | FTE (nual)-Deka | FTERate(druall | FTE§(4nwal) | FTE(Phasel |  FTE(Phase]-Dela |  FTERate(Phase) | FTE§(Phass) | F»

’ﬁﬁecumpute ||ﬁ5tlaight-Line [FTEs] ||ﬁUser-Deﬁned ||ﬁEheck Bus. Aules |

BRI EIEEE A |

=i || Guide T oG T MASA O L OCT - FTEs| WO - FTEsS|DEC - FTEs| JAK - FTES|FEB - FTES| M
uide Type =) rq . . . 5 5 = 5 = f‘/ Input Area
INGUIDE  |e)# M CF Financial Management Division # 36.0 36.0 360 36.0 36.0
| INGUIDE # 2MCR Fesources Management Office # 0.0 300 300 0.0 300 O] =
INGUIDE # DG Fundamental Biology # 35.0 35.0 3580 35.0 350 35.0 E|
([ ]] [ 4[]
FTE and § [Annual) FTE and % [Fhasze|
Guide Type |0G Type  |[MNASA Org L FY 2018 FTEs| FY 2018 % Fy 2019 FTEs| FY 2019 §|FY 2020 FTEs| FY 20
| INGUIDE  |emf# 2 CF Financial Management Division # 36.0( 2826.000 36.0| 2877.020 36.0( 3,096
| INGLIDE # 21CR Resources Management Office # 0.0 2745000 0.0 2886330 300 3,002
INGUIDE # 21D Fundarmmental Bialagy # 35.0( 4,252.500 35.0| 4,478.355 35.0( 4,658
INGUIDE # 21Dy Biomaolecular Physics & Chem Program |# 30.0f 3,845.000 30.0( 4151.700 30.0( 43149 El
| INGUIDE # 2100 Puhlic Affairs Office # 10,0 1,055.000 10.0( 1,097.540 10,00 1,141 El
(L] [ I[+][»]
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PROGRAM Phasing Algorithms

B Each Phasing screen has two algorithm buttons:
m Straight-Line (one each for FTEs, Rates, and Dollars)
= User-Defined (one each for FTEs, Rates, and Dollars)

B Each button, if used, applies the same algorithm to all of the planning data
(organizations) that were planned in the annual input area.

B  Straight-Line:
m Phases the FTEs, dollars, or rates using the same amount in each month.
B User-Defined:

m Allows you to define a series of percentages to apply to the amounts for each
month.

B Instead of buttons, you can manually enter the FTEs for each organization.
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e To use the Straight-Line Algorithm
I:Ii!!!G RAM BUttOn

FTE (Phase) Input Layout: Input Area

FTE Rate Arnual) | FTE§dnnual) | FTE [Phase] | FTE Phase]-Delta | FTERate(Phase) | FTE$(Phase) | F»

: %231 zer-D efined ||ﬁl:heck Buz. Rules |

II &) OTe L2 ]2 | L

Guide Type |OG Type  |MASA Org L OCT-FTES| WO - FTES|DEC - FTES|JAM - FTES|FEB - FTES|MAR - FTES| A D
INGLIDE |l 21CF Financial Management Division ¥ 36.0 36.0 36.0 36.0 36.0 36.0
INGLIDE # HMCR Resources Management Office # 0.0 30.0 0.0 0.0 300 ano E|
INGUIDE # 210G Fundarmental Biology # 35.0 5.0 35.0 35.0 35.0 35.0 E|

[le]l [ [<][¥]

1) Inthe Header Area, ensure the fiscal year is set to the fiscal year you want to phase.
2) Select the appropriate Phasing input layout (FTEs, Rate, or Dollars).

3) Click the Straight-Line button. All of the organizations where you have planned annual
numbers will appear in each month for the fiscal year.

4) Make any adjustments to the numbers.

5) Click the Transfer Variables button to sort the data that you entered.
6) Click the Recompute button to recalculate the totals.

7)  Click the Save button when complete.
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rroaram 10 USe the User-Defined FTE Algorithm

FTE (Phase) — User-Defined Input Layout: Input Area

1) | FTE % [Phaze] - Incremental | FTE % [Phaze] - Cumulative | FTE [Phaze] - Uzer-Defined TE Rate [FPhaze] - zer-Defined | FTE % [Phaze] - Uzer-Defined |
Iﬁﬂecompute ||ﬁUser-Defined[Ql}l] ||ﬁEheck Buz. Rules |

gt (B[S0 ez z] &
QCT - % | MOY - % DEC - % | JAM - % | FEB - %| MAR - % | APR - % | MAY - % | JUMN - 9% JUL - %[ AUG - %| SEP - %

LUser-Defined Phasing Algarithm|  75.00( 75.00( 5000 50.00| 100.00| 100.00| 10000 100,00 7500| Y500 75.00( 75.00

In the Header Area, ensure the fiscal year is set to the fiscal year you want to phase.
Scroll to the right until you see the FTE (Phase) — User-Defined button.

Click the FTE (Phase) — User-Defined button. The user-defined input area will open.
Enter the percentages for phasing. (the average must equal 100%)

Click the User Defined (Qty) button to apply the percentages to the annual numbers.
View the output in the FTE and $ (Phase) output area.

Click the Save button when complete.

JegLseh=
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PROGRAM

FTE [fnnual]

FTE [&nnual] - Delta

FTE Rate [dnnual]

FTE % [&nnwal)

FTE [Fhaze)

FTE [Fhaze) - Delta

FTE Rate [Phaze]

FTE $ [Phase]

lﬁH ecompute | lﬁs traight-Line [FTE 2]

||ﬁLI ser-Defined

| lﬁcheck Buz. Rules

User-Defined FTE Additional Information

FTE (Phase) Input Layout: Input Area

IS =] ed e =

Guide Type |G Type  [MASA Org L OCT- FTEs| MO - FTES|DEC - FTES| JAM - FTES|FEB - FTES | MAR - FTES | A D
| INGLUIDE  |o)# MMCF Financial Management Division # 36.0 36.0 36.0 36.0 36.0 36.0
| INGUIDE # 21CR Rezources Management Office # 3o 0.0 3o 0.0 0.0 2o E|
INGUIDE # 210G Fundamental Biology # 5.0 35.0 4.0 35.0 35.0 35.0 E|
L[] [ [«]»]

You can also see the output in the FTE (Phase) input area.

You can use the User-Defined button in this input area to apply the percentages that you
entered on the FTE (Phase) — User-Defined input area. You must put the percentages in
the FTE (Phase) — User-Defined prior to clicking on the button in this layout.

BF Release 0.5 Training — Revision 1
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ﬁim To use the User-Defined FTE Rate
PROGRAM Algorithm

1:g) | FTE % [Phaze] - Incremental | FTE % [Phaze] - Cumnulative | FTE [Fhaze] - Uzer-Defined ' FTE Rate [Phasg] - Uzer-Defined ’ FTE % [Phaze] - User-Defined
—
[P2iF ecompute ||ﬁUser-Defined[Hate] ||ﬁEheck Bus. Rules | %
g8 (o] (@] D]e] o
OCT - % | WOV - % | DEC - % | JAMN - %|FEB - % | MAR - % | APR - % | MAY - % JURK - %] JUL - %] ALG - %) SEP - %
I 1 Llser-Defined Rate Phasing Algorithm n.on 0.on n.an n.on n.an n.an n.an 0.0o n.on n.an n.an n.an

In the Header Area, ensure the fiscal year is set to the fiscal year you want to phase.
Scroll to the right until you see the FTE Rate (Phase) — User-Defined button.

Click the FTE Rate (Phase) — User-Defined button. The user-defined input area will open.
Enter the percentages for phasing. (the average must equal 100%)

Click the User Defined (Rate) button to apply the percentages to the annual numbers.
View the output in the FTE Rate (Phase) input layout.

Click the Save button when complete.

JegLseh=
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ﬁim User-Defined FTE Rate Additional
PRO GR A M Information

» »
B B 0 AVCO 0 Arec

FTE [&nnual) FTE [&nnuall - Delta FTE Rate [&nnual) FTE # [&nnual) FTE [Phaze] FTE [Phaze] - Delta FTE Rate [Phaze] FTE % [Phaze] F»

’ﬁﬁecompute ||ﬁl:alc Dallars ||ﬁ5traight-Line [Rate) ||ﬁUser-Defined (R ate] ||ﬁl:heck Buz. Rules

FEEE=s =l =

MASA Org LC OCT - Rate| MOY - Rate| DEC - Rate|.JAMN - Rate| FEB - Rate| MAR - Rate| ARR - Rate| MAY - Rate | JUN - Rat
21CF  |F) Financial Managerment Division # 6.542 6.542 6.542 B.542 B.542 B.542 G.542 B.542 6.54 E
21CR Fesources Management Office # 1625 7625 71625 7625 7625 7625 1625 7625 T.E2[a]
210G Fundamental Biolodgy # 10125 10.125 10125 10125 10125 10125 10125 10125 10124 [+]

[l ]] [ L[]

You can also see the output in the FTE Rate (Phase) input area.

You can use the User-Defined (Rate) button in this input area to apply the percentages that
you entered on the FTE Rate (Phase) — User-Defined input area. You must put the
percentages in the FTE Rate (Phase) — User-Defined prior to clicking on the button in this

layout.
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To Use the User-Defined FTE $

]
PROGRAM Algorithm
» .~ a . a =2Ye ° ° A D4
1 :e | FTE % [Phaze] - Incrementsal | FTE % [Fhase] - Cumulative FTE [Phaze] - Uzer-Defined | FTE Rate [Fhaze] - User-Defined FTE % [Phasze] - User-Defined
\
[*%F ecompute ||ﬁUser-Defined [$ ||ﬁl:heck Bus. Rules
FEEIES1 =] Lsd
QCT - % MOV - % | DEC - % | JAMN - %|FEB - % | MAR - % | APR - %) MAY - % JUN - % JUL - % AUG - % SEF - %
I_ User-Defined FTES Phasing Algorithm 0.0o n.oo n.oo 0.oo n.oo 0.oo n.oo 0.oo Q.oo 0.0o 0.oo 0.oo

J2aLtenh=

BF Release 0.5 Training — Revision 1
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In the Header Area, ensure the fiscal year is set to year you want to phase.

Scroll to the right until you see the FTE $ (Phase) — User-Defined button.

Click the FTE $ (Phase) — User-Defined button. The user-defined input area will open.
Enter the percentages for phasing. (the average must equal 100%)
Click the User Defined ($) button to apply the percentages to the annual numbers.
View the output in the FTE and $ (Phase) output area.
Click the Save button when complete.




e User-Defined FTE $ Additional
Dﬂ!! GRAM Information

FTE $ (Phase) Input Layout: Input Area

FTE [Anrwall | FTE (Annuall-Deta |  FTERatefannual | FTES$@nnual |  FIE (Phasel |  FTE (Phase)-Deta | FIERate(Phase) | FTES(Phasel | F»

@Hecampute ||ﬁl:alc Fate ||ﬁ5traight-Line (%] ||ﬁU$er-Defined (] ||ﬁl:heck Buz. Rulez ‘

B M= o s e e

Guide Type |05 Type | NASA Org oz oCT-5| Nov-35| DEC-§| Jan-$| FEB-8| Mar-3| APR-3
INGUIDE |=# 21CF Financial Management Division # 235.500| 235500| 235500 235.500| 235.500| 235500| 235500
INGUIDE  |# 21CR Resources Management Office # 228.750( 228750 228750| 228750| 228.750| 228.750| 228.750[4]
INGUIDE  |# 210G Fundamental Biology # 354.375| 354.375| 354.375| 354.375| 354.375| 354.375| 354.375|[]

[4][+]] [ [4[»]

You can also see the output in the FTE $ (Phase) input area.

You can use the User-Defined ($) button in this input area to apply the percentages that
you entered on the FTE $ (Phase) — User-Defined input area. You must put the
percentages in the FTE $ (Phase) — User-Defined prior to clicking on the button in this
layout.
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PROGRAM

To Manually Enter Data

P NASE 0 aVvQo 0 Ares
FTE [&nnual) FTE [&nnual] - Delta FTE Rate [Annual) FTE % [Annual] FTE [Fhaze] FTE [Phasze] - Delta FTE Rate [Phase] FTE % [FPhaze] Fr
[%%3R ecompute ||ﬁ5traight-Line [FTEs) |@User-Defined ||ﬁl:heck Bus. Rules
da)l @[ 0] [12] 2]
=i Guide Type  |OG Type  |MASA Org e OCT- FTEs|WOY - FTES| DEC - FTEs|JAR - FTES|FEB - FTEs| MAR - FTES|A
INGLUIDE |} # 21CF Financial Management Division # 36.0 36.0 36.0 360 36.0 36.0
INGLIDE # 21CR Resources Management Office # 300 300 anan 300 0.0 0o |E|
INGUIDE # 210G Fundarmental Biology # 35.0 35.0 35.0 35.0 35.0 35.0 |E|
L[] I L[]

1) Inthe Header Area, ensure the fiscal year is set to year you want to phase.
2)  Click on the appropriate Phasing Input Area button (to phase FTEs, rates, or

dollars).

3) Click on the append a row button to add a row.

4) Enter the guide type, overguide type, NASA Org, Labor Category and the monthly
numbers for that organization.

5) Click the transfer variables button to sort the new row.
6) Repeat for each organization.
7)  Click the Save button when complete.
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D“!!G RAM FTE $ (Phase) - Incremental

FTE $ (Phase) - Incremental Input Layout: Input Area

1 :e] FTE % [Fhaze] - Incremental FTE % [Fhaze] - Cumulative FTE [Phase] - User-Defined FTE Rate [FPhaze] - User-Defined FTE % [Phase] - User-Defined

[f23Phasing: Straight-Line ||ﬁHECUmDUtE |

FAIE = =] L2l

Carry In QCT-§ MOy -5 DEC-§ JAM -5 FEB- % maR - § AFPE - § &y - § JUN - & JUL-F| AUG-§ SEF - §| Total 2013 §| Carn

| 0OBS - Prior PY) 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000

| 0BS5S - Curr PY 0.000 |4 555347 (4,555.347 |4 655 347 |4 555347 |4,555.347 (4655347 |4 655 347 |4, 555347 |4,655.347 [4,055.347 |4 555347 |4,555347( 54 664 168

| COSTS - Prew PY | 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000

| COSTS - Prior PY|  0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000

| COSTS - Curr PY| 0.000(4,555.347 (4,565,347 (4 555,347 (4 555,347 [4,555.347 | 4,555,347 (4 555 347 (4 555,347 (4,655,347 | 4,555 347 |4 555 347 |4 555 347 | 54, 664163

| COSTS - TOTAL 0.00o0 0.00o 0.000 0.000 0.00o0 Q.0oo 0.000 0.000 0.000 Q.00o 0.000 0.000 0.000 0.000
[4][»][ | |[«][+]

This input area allows you to enter prior and previous program year obligations and
costs in an incremental fashion.

The OBS — Curr PY and COSTS — Curr PY shows the total FTE dollars for all of the
Organizations that have been obligated, costed and phased for the fiscal year that is
shown in the header.

The Straight-Line button allows you to phase the carry-in amounts.
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FTE $ (Phase) - Incremental Input Layout: Input Area

1 :e] FTE % [Fhaze] - Incremental FTE % [Fhaze] - Cumulative FTE [Phase] - User-Defined FTE Rate [FPhaze] - User-Defined FTE % [Phase] - User-Defined
lﬁphasing: Straight-Line ||ﬁﬂecumpute |
sa) (T[]0 ]e)] B
Carryln| OCT-%| MNOV-% DEC-%| JaAaM-%| FEB-% MAR-%| APRE-%| MAY-F| JUMN-% JUL-%| AUG-%| SEP-%|Total 2018 & Can
| OBS - PriorFY¥| 0.000 0.000 0.000 0.000 0.0o00 0.0oo0 0.000 0.000 0.000 0.0o0 0.000 0.000 0.000 0.000
| OBS - CurrPY | 00004555347 4555347 |4 555 347 |4 555347 |4 555347 [4 555347 |4 555 347 |4 555 347 [4 555347 |4 555 347 |4 555 347 [4 555 347 | 54 BG4 168
| COSTE - Prey P | 0.000 0.0oo0 0.000 0.000 0.0o00 0.0oo0 0.000 0.000 0.000 0.0oo0 0.000 0.000 0.000 0000
| COSTE - Prior PY| 0.000 0.0oo0 0.000 0.000 0.0o00 0.000 0.000 0.000 0.000 0000 0.000 0.000 0.000 0.000
| COSTE - Curr P | 0.000|4,555.347 (4,555,347 |4 555,347 |4 555,347 |4 555,347 [4 555347 |4 555 347 |4 555,347 (4 655.347 |4 555.347 |4 555 347 (4 555 347 | 54 664.168
| COSTE - TOTAL 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000
[4][v] [ |[4][]

1) Click on the FTE $ (Phase) - Incremental button to open the input area.

2) The following fields will appear, in monthly increments:
OBS — Prior PY Obligated dollars for the prior program year
OBS — Curr PY Obligated dollars for the current program year
COSTS - Prev PY Costed dollars for ALL previous program years
before the current and prior PY
COSTS - Curr PY Costed dollars for current program year
COSTS — TOTAL Total costed $
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FTE $ (Phase) - Incremental Input Layout: Input Area

1 :e] FTE % [Fhaze] - Incremental FTE % [Fhaze] - Cumulative FTE [Phase] - User-Defined FTE Rate [FPhaze] - User-Defined FTE % [Phase] - User-Defined

[f23Phasing: Straight-Line ||ﬁHECUmDUtE |

FEIEIE =] 3

Carry In QCT-% MNOwv-§ DEC-% JAM - F FEB-%| MAR-%| AFPR-§ MAT -5 JUM-F JUL-F| AUG-F SEF - §| Total 2018 §| Carl

| OBS - Prior PY| 0.000 0.0oo 0.000 0.000 0.00o 0.00o 0.000 0.000 0.0o00 0.0oo 0.000 0.000 0.0o00 0.000

| 0BS5S - CurrPY | 0.000(4,555.347 (4,555 347 (4555 347 (4 555 347 (4555 347 14 555347 (4 555 347 (4 555 347 |4 555 347 | 4,555 347 |4 555 347 |4 555 347 | 54 B64.168

| COSTS - Prev PY | 0.000 0.00o 0.000 0.000 0.000 0.0oo 0.000 0.000 0.0o00 0.0oo 0.000 0.000 0.0o00 0.000

| COSTS - Prior PY|  0.000 0.00o0 0.000 0.000 0.000 0.0oo 0.000 0.000 0.000 0.00o0 0.000 0.000 0.000 0.000

| COSTS - Curr PY| 0.000(4,555.347 (4,565,347 (4 555,347 (4 555,347 [4,555.347 | 4,555,347 (4 555 347 (4 555,347 (4,655,347 | 4,555 347 |4 555 347 |4 555 347 | 54, 664163

| COSTS - TOTAL 0.000 .000 0.000 0.000 0.000 .000 0.000 0.000 0.000 .000 0.000 0.000 0.000 0.000
[4][+]] [ |[«][]

3) Enter the amounts in the appropriate field.
4)  Click the Recompute button to enter the data and recalculate the totals.

5) Click the Save button when complete.
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PROGRAM FTE $ (Phase) - Cumulative

FTE $ (Phase) - Cumulative Input Layout: Input Area

<] | FTE$(Phass)-Incrementsl | FTE §[Phase)-Cumuative | FTE [Phass] - User-Defined |  FTE Rate (Phase) - UserDefined | FTE § [Phase) - User-Defined |
’ﬁPhasing: Straight-Line ||ﬁﬁecompute |
FEIRIEmEEEE
Caryln| OCT-§| NOov-3 DEG-8] Jan-$] FEB-8] maR-8|  aPR-$|  mav-s| Jun-3]  JuL-3] AuG-3]  SEP- §[Taotal
0OBS -PriorPyY| 0000| 0000 0000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000
OBS - CurrPY | 0.0004,555347 9,110,605 13,666.042 18,221 380|22.776.737 |27,332.084 |31 867 431 |36,442.779 | 40,808 126 | 45,553,473 50,108,821 | 54,664 168 | 54,0
COSTS- PrevPy| 0000 0000  0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000
COSTS- Prior PY| 0000 0000 0000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000
COSTS- CurrPY | 00004555347 0110655 13,666 042 18,221 380|22 776 737 |27,332.084 |31 887 431 |36,442 770 40,308 126 | 45,553 473 |50,108.821 |54 664 168 | 54 F
COSTS-TOTAL | 0000 0000 0000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000
[4][»]] [ K10

This input area allows you to enter prior and previous program year obligations and
costs in a cumulative fashion.

The OBS — Curr PY and COSTS - Curr PY shows the total FTE dollars for all of the
Organizations that have been obligated, costed and phased for the fiscal year that is
shown in the header.

The Straight-Line button allows you to phase the carry-in amounts.
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D“!!G RAM FTE $ (Phase) - Cumulative

FTE $ (Phase) - Cumulative Input Layout: Input Area

FTE % [Fhaze] - Incremental FTE % [Fhaze] - Cumulative FTE [Phaze] - Uzer-Defined FTE Fiate [Phaze] - User-Defined FTE § [Fhaze] - Uzer-Defined
@F‘hasing: Straight-Line ||ﬁHecompute |
EAIRER =1 IS =1 L2
Carryln| OCT-%| KOW-§ DEC-§ JAN - & FEB- & MAR - & APR - § AY - & JUN - § JUL -5 AUG - § SEP - §| Total
ORS - PriorPY| 0.000 0000 0.ooa 0.000 0.ooa 0.00a 0.ooa 0.00o 0.ooa 0.00o 0.o0o 0.00o 0.000
ORS - CurrPY | 00004555347 9110695 |13 666 042 18,221 3808 |22 TTR. 737 |27,332.084 |31 BBT 431 |36, 442 779 40 998 126 |45 553 473 |A0108.821 |54 K4 168 | 54,1
COSTS - Prev PY | 0.000 0.ooo Q.00 0.000 Q.00 0.000 Q.00 0.00o Q.00 0.00o 0.00o 0.00o 0.000
COBTS - Priar Py 0.000 0.oo0o 0.oo0o 0.00o 0.oo0o 0.o0o 0.oo0o n.o0o 0.oo0o n.o0o 0.00o n.o0o 0.000
COSTS - Curr PY | 0.000 4,555 347 |9110 695 |13 66 042 18,221 3808 |22 TTR.737 |27, 332.084 |31 BBY 431 |36, 442779 40 998 126 45,553 473 |A0,108. 821 |54 KE4 168 | 54,1
COSTS - TOTAL 0.000 0.ooa 0.ooa 0.000 0.ooa 0.00o 0.ooa n.o0o 0.ooa n.o0o 0.o0o n.o0o 0.000
L[] [ 1[«][+]

1)  Click on the FTE $ (Phase) - Cumulative button to open the input area.

2) The following fields will appear, shown in cumulative amounts:
OBS — Prior PY Obligated dollars for the prior program year
OBS — Curr PY Obligated dollars for the current program year
COSTS — Prev PY  Costed dollars for ALL previous program years before
the current and prior PY
COSTS - Curr PY Costed dollars for current program year
COSTS — TOTAL Total costed $
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PROGRAM FTE $ (Phase) - Cumulative

FTE $ (Phase) — Cumulative Input Layout: Input Area

N il e E e P e e TS S AT SN | o . it el s ET B P bl e | FTE $ [Phase) - User-Defined
’ﬁPhasing: Straight-Line ||ﬁﬁecompute |
RIEEmEEEE
Camyln| OCT-$| Nov-§ DEG-8)  Jam-$|  FEB-§| MAR-3|  APR-%|  mav-8[ Jun-$|  JuL-§ AUG-3| SEP-§|Total
OBS  -PriorFY| 0000 0000  0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000
0BS - CumPY| 0.000|4566.347 9110695 13,666,042 18,221,380 22 776.737 |27,332.084 | 31,867 431 |36,442.770 40,005.126 | 46,553 473 | 60,108,821 | 54,664 168 | 54 ¢
COSTS-PrevPY| 0000 0000  0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000
COSTS- Prior PY| 0000|  0.000]  0.000 0,000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0,000
COSTS- CurrPY | 0.000|4,555.347 |0.110.695 | 13,666.042 18,221,380 22 776737 | 27,332.084 | 31667 431 | 36,442.770 40,0051 26 | 45553 473 | 50,108,621 |54.664. 166 | 54,6
COSTS-TOTAL | 0000 0000  0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000
][] [ D

3) Enter the amounts in the appropriate field.
4)  Click the Recompute button to enter the data and recalculate the totals.
5) Click the Save button when complete.
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PROGRAM

Where can | see the output?

D (Phase 0 : aVvQo 0 Aresg
FTE and § [Annual] FTE and § [Phaze]
Guide Type|OG Type | MASA Org LC OCT-FTE| OCT-§|MOY-FTE| WMOYW-% DEC-FTE| DEC-%|JAM-FTE| JAN
| INGUIDE  |# 21CF Financial Management Division # 6.0 235400 360 2354800 6.0 2354500 A6.0( 2355
| INGUIDE |# 21CR Resources Management Office # 300 228750 300 228750 300 228.750 30.0( 228.7
| INGUIDE  |# 21DG Fundamental Biology # 35.0| 354375 35.0| 354375 35.0| 354.375 35.0( 354.3 E
| INGUIDE  |# 2100 Biomolecular Physics & Chem Program |# 00| 328750 300 328750 00| 328750 30.0( 3287 E
[[+]] [ 1Ld[»]

To see the phased output, click on the FTE and $ (Phase) Button.
You will see the monthly FTE quantities and dollars (rates are not shown).
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PROGR A M Where can | see the output?

Budget Formulation Report Website Menu

Home | Workforce | Projects =| Service Pools =| Center G&A =| Corporate G&A | IFMP Docs ™| Print Reports =
1

Center Control Planning : — .
: : FTE Distribution
Primary Resource Planning e Annual
Trawel Distribution
Secondary Resource - Phased b
Planning Authorized vs. : il
Requested Yersion Comparis »

1) Open the Budget Formulation BW report website.

2) Enter your BF user name and password.

3) Click on menus shown above.

4) Enter the header data for the data you want in the report.
5) The report shown on the next page will open.
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Where can | see the output?

Center Control Planning, FTE Distribution: Phasing Report

BW | Home ‘ Workforce "| Projects "| Service Pools " Center G&A "| Corporate G&A "| IFMP Docs " Print Reports "i

Iy Web Application
Zoom In “5_['—% Zoom Out |

Ernail Comments |

=~ Wariable Walues

= Havigation block: Mozt Current Data | == 293
- : o - Phaze Period 1 October 2018
Sr” e [, ?:F;EI’: g E‘:f:;w o Phase ear Text 2018
1 1 T Center Ames Research Center
i ¥ B | (Buget vear 2020
AR MTH - :
MASA Org |2 oG Type |2 FTE Rate, Phasing Vear =013
Gy, Amt Agency Version Pre-POP
| ? | ? | ? Center Yersion . ARC Pre POP
- - - MASA Crg | Etnpity Demarcation
Labor Category Etnpty Demarcation
= Center Control FTE Distribution - Phased
' ' Oct . Oct ' Oct : Mo . Mo . iy . Dec Dec Dec
NASA Org Labor Category Guite Type | 0G Type | 2018 2018 2015 2018 2018 2018 2018 2018 2018
Rate ary H Rate ary i Rate ary LT
[# RASAM assigned | Mot assigned Mot assigned _ | 519888539 | _ | $30232.808 ] | § 33,577
|21CF | Financial Mot Div | ot assigned InGuide | Mot assigned | $6.54167| 3GOFTE,  $235500 | $654167| 36.0FTE|  §235500| | $654167| 3BOFTE| § 23
[21CR |Resources Mgt Oft | ot assigned InGuide Mot assigned | $7.62500| 300FTE| $228750 | | $7.62500| 30.0FTE| §226750| | $762500| 300FTE| § 22
| 210G | Fundamental Biology | ot assigned InGuide | Mot assigned |$1012500| 35.0FTE|  $354.375| |$1012500| 350FTE| $354.375 |§1012500| 350FTE|  § 35
| 2100 | Biomolecular PhyiCh | Rot assigned InGuide | Mot assigned |$10.95833| 30.0FTE| $326.750| |$1085833| S0OFTE| $328.750| |$10.95833| S00FTE|  § 32
210 | Public Affairs Mot assigned InGuide | Mot assigned | $6.79167 | 100FTE §87917 | | FE7II67| 100FTE §87917 | $879167| 100FTE § &
21FE |Systems Enginesring | Mot assigned InGuide | Mot assigned | $6.54167 | 100FTE $85417 | | $8.54167| 100FTE|  $85417| | $8.54167 | 100FTE § B
|21FM | Fabrication Dev Mot assigned InGuide Mot assigned| $837500| 750FTE|  $626425 | $8.37500| 750FTE| $628125 | $8.37500 750FTE|  § 62
[210F |Fac & Maint Mot Div | Mot assioned InGuide Mot assigned | § 1658333 651 FTE| $539788 | |$16.58333| 651FTE| §$539788 |§16.58333| 651 FTE,  §43t
[2101 | Documentation Devl | ot assigned InCuide Notsssigned| $737500 200FTE| $147500| | $7.37500  200FTE| 147500 | $7.7500 200FTE| 5147)
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<D> m Center Control Planning (Travel $)
PROGRAM FOIder

Center Control Planning (Travel $) Folder

Execute Center Control Planning (Travel $) s
SR
| MHame Deseriptn |Se|ectinn| Zhar. value ext.
| Center BA 21 Ames Research Center
Budget Year Budget Year 2020 2020
Anency Yersion Agency Version A0 Pre-FOP
Center Yersion CenterVersion com caom
Fiscal Year Fiscal ywear 2ma 2014
[*33ersion Control: Copy ||E'\-"Bl3i0n Contral: Draft Subrmit ||ﬁ'\a‘ersi0n Cantral: Final Subrmit ||E"Jelsiun Contrak: Restore ||ﬁ[ﬁheck ALL Bus. Rules ||ﬁ”"" SEM TEAM USE OML: »
Annual | Annual - Delta |

[#Refesh Travel $ ||ﬁ[ﬁheck Buz. Rules |

ab) (@) @D]ellz]z]=
|Gui|:|E Type |OG Type MASA Crg Fy 2018 § FYy 2019 % F
[4] L]l |L][»]
Travel § [Phaze] | Travel § [Phaze] - Incremental | Travel § [Phaze] - Cumulative |
|Guide Type |06 Type [NASA Org | OCT-§ NOY - 5|

Output Area
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PROGRAM Exercises — Phasing Annual FTEs

Now you will have an opportunity to practice what
you have just seen in the Budget Formulation Training Environment
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PROGRAM

Topic 2: Reviewing and Authorizing
FTE/Travel Dollars Requests

Center Control Planning
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PROGRAM

Topic 2: Reviewing and Authorizing
FTE/Travel Dollars Requests

Center Control Planning
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ﬁim Topic 2: Reviewing Authorized vs.
PROGRAM Requested FTEs/Travel Dollars

B Goal: As negotiations take place (during POP or Pre-POP), review the requested
FTEs/Travel Dollars from the Organizations in the Center, and compare them to
the authorized.

B Reviewing Authorized vs. Requested FTEs/Travel Dollars
1. Logon
2. Click on the Center Control Planning Folder
3. Click on the Annual-Delta button in the Input Area
4. Enter Header Data
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PROGRAM

Center Control Planning Folder

=i Mame |Descriptn |Se|ectiun| Char, value ext.
L_ Center BA 21 Ames Beszearch Center
Budget Year Budget Year 2020 2020
Agency Version Agency Version ADO1 Pre-FOP
CenterWersion CenterVersion coo coo1 E|
Fiscal Year Fiscal year 2018 2018 E|
[f##ersion Contral: Copy [*##ersion Controk Draft Submit [%3%ersion Contral: Final Submmit [%3%/ersion Contral: Restare [f#5Check ALL Bus Rules [f5 SEM TEAM USE OML: »
FTE [Annual) FTE [&nnual] - Delta FTE Fate [fnnual] FTE § [Annual] FTE [Phaze] FTE [Phaze] - Delta FTE Fiate [Phaze] FTE % [Fhaze] F»
[RiRecompute ||ﬁﬂ efresh FTE Requests ||ﬁl:heck Bus. Rules |
FIE =1 e e =
Guide Type  |0G Type  |MASA Org JsicE3 Authorized FTES | Reguested FTES | Annual FTE Deltal Annual FTE<\ Input Area
INGUIDE  |enf # 21CF Financial Management Division # 36.0 0.0 -36.0 75.50Dy
INGLIDE # 21CR Resources Management Office # 0.0 Q.o -30.0 91.500 ﬁ E|
INGUIDE # 210G Fundamental Biology *# 35.0 0.0 -35.0 121.500] 42 E‘
KDy [ |[«][+]
FTE and $ [annuall | FTE and$ [Phase] |
Guide Type |0G Type  |MASA Crg LC Fv 2018 FTEs| FY 2018 §|FY 2019 FTEs| FY 2019 % FY 2020 FTEs| FY 20
INGUIDE |7 # 21CF Financial Management Divizion # 36.0| 2826.000 36.0| 2877.020 36.0( 3,096
| INGLUIDE # 21CR Resources Management Office ¥ 300 2745000 30.0| 2,886.330 3000 3,002
| IMGUIDE # 210G Fundarnental Biology # 35.0| 4,252.500 35.0| 4478355 35.0| 4,658
| INGUIDE # 210D Biomolecular Physics & Chem Program |# ano0| 35945000 ano| 4151.700 30.0( 4,319
IMGUIDE # 210K Public Affairs Office # 10.0( 1,055.000 10.0( 1,087.540 10,00 1,141 %
KDy [ |[«][+]
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-, What goes in the Input Layout?

FTE (Annual) — Delta Input Layout: Input Area

FTE [bnrual) | FTE [Annual)-Deka |  FTE Ratefinrual) | FTE§(Annual] | FTE(Phase] | FTE [Phase]-Deta | FTERate(Phass] | FTE§(Phase) | F»

[aRecompute ||ﬁHefresh FTE Requests ||ﬁEheck Bus. Rules |
&) @) | 0fe)i2]z]

Guide Type |QG Type |MASA Org LC Authorized FTEs| Requested FTEs| Annual FTE Delta| Annual FTE Rate| Autho
IMGUIDE |l # 21CF Financial Management Division #* 36.0 0.0 -36.0 78500 28]
INGLIDE # 21CR Resources Management Office #* 0.0 0.0 -30.0 91.500 E,TJE
IMGUIDE # 210G Fundamental Biology * 35.0 0.0 -358.0 121500 4,24 E

L[] [ |[«][+]
1) Click the Refresh FTE rate and Refresh FTE Requests button

2) Review the Planning Data, including the requested FTEs/Travel Dollars.

Authorized FTEs/Travel $  The number of FTEs/Travel Dollars that are authorized
for the fiscal year.

Requested FTEs/Travel $§  The number of FTEs/Travel Dollars requested by the
Organization.

Annual FTE/Travel $ Delta The difference between authorized and requested
FTEs/Travel Dollars.

Dollar and Rate fields — Rates and Dollars calculated for the FTEs.
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PROGRAM

What goes in the Input Layout?

e ° aVvo ° Ared
FTE [&nnual] FTE [Annuall - Delta FTE Rate [Annual) FTE % [&nnual) FTE [Phase| FTE [Phaze] - Delta FTE Rate [Phase] FTE % [Phaze] Fr
Iﬁﬁecampute ||ﬁﬁefresh FTE Requests ||ﬁ€heck Bus. Rules
a] @) @D ]&)]iz]2] =
Guide Type |QG Type |MNASA Org LC Authorized FTEs| Reguested FTEs| Annual FTE Delta| Annual FTE Rate| Autho
IMGUIDE oo # 21CF Financial Management Divizion # 36.0 0.0 -36.0 785000 28
IMGLIDE # 2 CR Resources Management Office # 0.0 0.0 -30.0 91500 27 |E|
| INGUIDE # DG Fundarmental Biology # 35.0 0.0 -35.0 121.500) 43 [+]
L[] | [<][+]
3) Change the value in the Authorized field, if needed. Click the Transfer Variables

button to sort the new data.

1)
3)
6)
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Click the Recompute button to recalculate the changes in the dollars.
Click the Save button when completed.
Repeat for all of the organizations within your responsibility.
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Dim Where can | see the output?

PROGRAM

Budget Formulation Report Website Menu

Home | Workforce |Projects |Service Pools |Center G&A | Corporate GEA |IFMP Docs | Print Reports
1

Center Control Planning : S
- - FTE Distribution r
Primary Resource Planning = 2
Travel Distribution J
Secondary Resource Siith i
; uthorized vs.
Planning Requested FTEs and Travel Annua_hn
FTEs and Travel - k=
Phased

1) Open the Budget Formulation BW report website.

2) Enter your BF user name and password.

3) Click on menus shown above.

4) Enter the header data for the data you want in the report.
5) The report shown on the next page will open.
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Where can | see the output?

Center Control Planning, Authorized vs. Requested: FTEs and Travel Annual

7 Auth. vs. Req. by Org - FTES & Travel

Fizcal year

Guide Type | O3 Type MASL, Cirg L

I Guide Center Contral
Authorized

Direct

Mot as=signed | 21CF | Financial Mgimt Div | kot assigned

Praoject
Fequested
Direct
Zervice Poal
Requested
Direct
Center GE&
Requested
Direct
Corporate
Requested
Direct

Total
Reguested
Direct

2018 2019 2020
FTE FTE Travel FTE FTE Trawel FTE FTE Trawvel
QT K EiTad aTy Fh k1L QT ki1 FH

E0FTE| $2,826.000 $25000| | 3B0FTE| $2977.020) 25000 | 360FTE| $3096972 25000

JE0FTE §2826.000 § 25000 JEO0FTE §2A477.020 § 25.000 360FTE 3§ 3096472 §25.000
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Other Buttons

FTE (Annual) — Delta Input Layout: Input Area

|  FTE Rate (Phase)

| FTE $[Phase] |

FTE (nnuall | FTE (Annuall-Deta |  FTE Ratefdnrual) | FTE $(4nnual | FTE (Phase) |  FTE [Phase] - Delta Fr
Iﬁﬁecompute ( Iﬁﬁehesh FTE Requests WEheck Bus. Rules |
Guide Type [0G Type  |MNASA Org LC Authorized FTEs|Reguested FTEs| Annual FTE Delta| Annual FTE Rate| Autho
INGLIDE |3 21CF Financial Management Division * 36.0 0.0 -36.0 785000 28
INGLIDE # 2N CR Resources Management Office # 0.0 0.0 -30.0 91500 27 |E|
IMGLIDE # DG Fundamental Biolooy # 35.0 0.0 -35.0 121800 432 [+]
[][e]] [ |[«][+]

The Refresh FTE/Travel $ button pulls in all of the latest requests from the lower level
planning folders (that have been released to C000).
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o Topic 2: Reviewing and Authorizing FTE
Dim Requests Phased

PROGRAM

B Goal: As negotiations take place (during POP or Pre-POP), review the requested
FTEs from the Organizations in the Center, and compare them to the authorized
amount in monthly amounts.

B Reviewing Authorized vs. Requested FTEs:
1. Logon
2. Click on the Center Control Planning Folder
3. Click on the FTE (Phase) Delta button in the Input Area
4. Enter Header Data
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PROGRAM

FTE (Phase) — Delta Input Layout: Input Area

FTE fbnrual) | FTE [Arnual)-Deha | FTERate(dnnual]l |  FTE $fénnus) | FTE(Phasel | FTE [Phase)-Dela | FTERate(Phase) | FTE$(Phass) | F»

FTE (Phase) - Delta Input Area

[*%#R ecomputs | [%#35trzight-Line [FTE =)

[f3Llser-Defined

@Hefresh FTE Requests

@Eheck Buz. Rules |

IR E =
Guide Type |G Type|MASA Org Lz |Fiscal yearfperiod Authorized FTEs | Requested FTEs| Manthly FTE Delta| Monthly FTE R E
INGLIDE|crf # 21CF Financial Management Division |# (00152018 Qctober 2018 36.0 0o -36.0 6.5
INGUIDE  |# 21CF Financial Management Division |# (00272018 Movember 2018 36.0 0.0 -36.0 .5 |E|
INGUIDE  |# 21CF Financial Management Division [# (00372018 December 2018 6.0 0.0 -36.0 B.5 |E|
L[] [ [

1) Review the Phased Planning Data, including the requested FTEs.

Authorized FTEs
Requested FTEs

Monthly FTE Delta
Dollar and Rate fields

BF Release 0.5 Training — Revision 1

The number of FTEs that are authorized by month for the fiscal
year.

The monthly number of FTEs requested by the

Organization.

The difference between the authorized and requested FTEs.
Rates and dollars calculated for the FTEs by month.
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What goes in the Input Layout?

FTE (Phase) — Delta Input Layout: Input Area

FTE fbnrual) | FTE [Arnual)-Deha | FTERate(dnnual]l |  FTE $fénnus) | FTE(Phasel | FTE [Phase)-Dela | FTERate(Phase) | FTE$(Phass) | F»

[*%#R ecomputs | [%#35trzight-Line [FTE =)

[f3Llser-Defined

@Hefresh FTE Requests

@Eheck Buz. Rules |

|a)|[@|[@[ O] &)2]e]=]

Guide Type |G Type|MASA Org Lz |Fiscal yearfperiod Authorized FTEs | Requested FTEs| Manthly FTE Delta| Monthly FTE R
INGUIDE |cvf # 21CF Financial Management Division |# (00172018 Cctober 2018 36.0 0.0 -36.0 Bi.f B
IMGUIDE  |# 21CF Financial Management Division |#  |00273018 Movember 2018 36.0 0.0 -36.0 654«
IMGUIDE  [# 21CF Financial Management Division |#  |[00372018 December 2018 36.0 0.0 -36.0 6.5![~]

D] [ (]
2) Change the value in the Authorized FTE field, if needed. Click the Transfer

Variables button to sort the new data.

3) Click the Recompute button to recalculate the changes in the dollars.
4) Click the Save button when completed.
5) Repeat for all of the organizations within your responsibility.
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PROGRAM

Budget Formulation Report Website Menu

Home | Workforce =| Projects =| Service Pools | Center G&A | Corporate G&A ™| IFMP Docs ™| Print Reports =
|

Center Control Planning : T
: ; FTE Distribution }
Primary Resource Planning e 2
Travel Distribution »
Secondary Resource Z
Planning Authorized vs.
Requested FTEs and Travel Annual
FTEs and Travel -
Phased r\ﬂ'“]

—

1) Open the Budget Formulation BW report website.

2) Enter your BF user name and password.

3) Click on menus shown above.

4) Enter the header data for the data you want in the report.
5) The report shown on the next page will open.
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Where can | see the output?

Center Control Planning, Authorized vs. Requested: FTEs and Travel Phased

Guide Type  OG Type MASA, Cirg

[In Guide

L

Auth. vs. Req. by Org - FTES & Travel - Phased
' [oct 2015 [oct 2018 oot 2018 |

FTE FTE Travel
QaTy K kilut

Mat aszigned | Financial Mgt Div | Mot assigned | Center Cantrol

Avtharized
Direct

36.0FTE | $ 235500

.F‘rcnjeu:t

Requested

_D!rect

Service Paol
Requested

_Dired

Center G&A
Requested
Direct
Corporate
Requested

_Dired

Total
Requested

_Direct

360FTE § 235500

Mo 2018 Mow 2015 Mov 2015
FTE FTE Travel
aTy K kil

36.0FTE | § 235500

360FTE § 235500

[Dec 2013 | Dec 2018 | Dec 2018
FTE FTE Trawel
aTy T e

JB0FTE| $ 235500

JE0FTE § 235500

[dan 2015 [Jan 2
FTE FTE
aTy B

J6.0FTE| 23

360FTE § 23
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o Topic 2: Center Control Planning:
Dim Debrief

PROGRAM

B This section provided an overview of Center Control Planning activities in the
Budget Formulation System.

B The next section will demonstrate how to publish the finished work to the draft
submit and final version.
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Topic 3

Business Rules and
Version Control
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Topic 3: Overview
PROGRAM

B Business Rules and how they work

B Version Control and how it works

BF Release 0.5 Training — Revision 1
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PROGRAM

Business Rules

‘ﬁ? ‘J{J/ ﬁ?f "fjff
e v v s
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Dim Implemented Business Rules

PROGRAM

B Business Rules are application checks that verify data within the system. For

example, business rules advise end-users if Authorized FTEs match Requested
FTEs before being copied to the final version.

B There are four business rule categories in the initial release of
the BF application

Authorized vs. Requested Annual Values
Authorized vs. Requested Monthly Values
Estimated vs. Requested Annual Values
Estimated vs. Requested Monthly Values
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When are Business Rules Checked?

E’Vetsian Contral: Copy

||E'Vemian Control; Drraft S ubmit

||E'\fersiun Control: Final Submit

||ﬁ'\fersiun Control; Bestare

Iﬁmeck ALL Bus. Rules Ilﬁ SEM TEAM LISE OML: »

1 536 | Travel § [Phaze] - Incremental

| Travel § [Phaze] - Cumulative

5P Units (Phase] |

SP Uitz [Phaze] - Delta

| WYE [Phass] | User-Defined % [Phase]

’ﬁﬁecompute | ’ﬁPrime [Reg=Auwth]

| F#SRefresh FTE Rate

’ﬁ[ﬁheck Busz. Rules

R (= s P (e e

Guide Type|0G Type  [MNASA Org LC |FY 2003 FTEs|FY 2004 FTES| FY 2005 FTES|FY 2006 FTEsS|FYy 2007 FTES|FY 2008
INGLIDE  |# 624001 CENTER OFERATIONS DIRECTORS OFFICE |[# 1.0 1.0 1.0 1.0 1.0
| INGUIDE  |# 62P301 FROCUREMEMNT # 250 250 250 250 2580 E
| INGUIDE |0OG Type  [MASA Org | Total LC 26.0 26.0 26.0 26.0 26.0 |E|
[0 | 0]

B Business Rules can be run manually by clicking the Check ALL Bus. Rules button.
This will check all related Business Rules throughout the system. [FiCheck ALL Bus Fuies ﬂ

B Business Rules can be run manually by clicking the Check Bus. Rules button.

This will check all Business Rules for the view you are in.

BF Release 0.5 Training — Revision 1
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Dim Business Rules Display

PROGRAM

B Once you click on the Check ALL o] (&[0 8] [5)5[% 5] [B[@ a[@ a[ssa) (@ [ar [a1 [0

Ty... Message Text LTit

. .

B R I h I f I @ |Planning function PFO00001, parameter group PG000013 was carried outwith no errors
US' u eS’ t e ISt O buslness ru eS 2 data records were read, 0 ofthem were changed, 0 generated
.

will appear.

1[+][]

Planning function PFO0000S, parameter group PGO00002 was carried out with no errors
21 data records were read, 0 of them were changed, 0 generated

Planning function PFO00005, pararmeter group PGO00003 was carried outwith no errors
21 data records were read, 0 ofthern were changed, 0 generated

Planning function PFO000D0S, pararmeter group PGO00004 was carried outwith no errors
21 data records were read, 0 ofthermn were changed, 0 generated

Planning function PFO0000S, parameter group PGO00006 was carried out with no errors
21 data records were read, 0 ofthem were changed, 0 generated

Planning function PFO0000S, parameter group PGO00008 was carried out with no errors
21 data records were read, 0 of them were changed, 0 generated

Planning function PFO0000S, pararmeter group PGO00010 was carried outwith no errors
21 data records were read, 0 ofthern were changed, 0 generated

Errars occurred when executing planning function PFO00001/PGO00001

Fhasing Reg amt = Auth amt MPAOODOT T for Org: PLOD0O0O32 and Overguide: PPO00O0O03.
Recompute(PFKT12) was executed

Planning function PFO00002, parameter group PGO00001 was carried out with no errors
14 data records were read, 0 oftherm were changed, 0 generated

An automatic planning function was executed for layout Recompute (LAY 4)

29

0 00E-e 00 000eQ0Q Qo9

Lol ]]

v @ & H %

The Business Rules will be
categorized and totaled Red,

Yellow, Green and Stop. I Red — Business Rule failed

Stop — Prohibits you from proceeding

Yellow — Business Rule warned

@ Green — Business Rule passed
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PROGRAM

Flanning Folder  Edit

2l H @@ DHEB OBLHL BE @

)| &M Bal[Z2]zE] D]@a@alE] (@ (@ [ar o] L =
Ty..|Message Text LTt L? @ . 4 Q I-
@ |Planning function PFO00001, parameter group PGO00013 was cartied outwith no errors ﬂ
@ |2 data records were read, 0 of them were changed, 0 generated Phasing Req amt > Auth amt MPADODO17 for
@ |Planning function PFO00005, pararneter group PGO00002 was carried outwith no errors Org: PL0O00032 and Overguide: PP000003.
@ |21 data records were read, 0 of them were changed, 0 generated
@ |Planning function PFO00005, parameter group PGO00003 was carried outwith no errors Message no. ZSEM_BREDDM
@ |21 data records were read, 0 of them were changed, 0 generated
@ |Flanning function PFO0000S, parameter group PG000004 was carried outwith no errors Process ID
@ |21 data records were read, 0 of them were changed, 0 generated
@ [Planning function PFOOD00S, parameter group PGO0000E6 was carried outwith no errors Y¥WF-06-02_0001, VWF-06-04_0001/2/3/4, WE-06-3:A_0001
@ |21 data records were read, 0 of them were changed, 0 generated ) )
@ [Planning function PFOOD00S, parameter group PGO00008 was carried outwith no errors Dlagnosm
g i:ai::grefiir;'isn:v,ifurueuandu' To receive more Nerors The INGUIDE/OVERGUIDE authorized amountiquantity does not egual
g o the INGUIDE/OYERGUIDE requested
@ |21 data recards were read, |nformat|0n On a
Oy |Errors occurred when exec . . () i
B |FPhasing Reg amt = Auth a BUS|neSS RUIe, CI|Ck SRR,
@ jrecompueriTiZwesy - the “Question Mark” System response
@ |Planning function PFOOO00 ﬁrs
@ |14 data records were read, button .I / The planner can save data, but will receive this error message. The
@ |An automatic planning func = y 4 planner can not move to the final Center Version
(CO00) if the INGUIDEMOVER GUIDE request does not equal the
¥ @ s ® INGUIDEIOYERGUIDE autharized.
Source | Detail Guide Type |0G Type |MWASA Org Procedure
DIRECT |l # INGUIDE # EB2AD01 CEMTER OPERATICHS DIREC
| DIRECT |# INGLIDE * B2PE01 PROCLUREMENT Modify the OVERGUIDE request amount so that itis equal to the
DIRECT |# INGUIDE  |0G Type |MASACQrg |Total OVERGUIDE authorized.
}_] DIRECT |Detail Guide Type  |OG Type |MASAOrg | Total -|
1 1 1 1 1 1 1
En| [ <[]

| DISQQH)(QDD) semgasvll | INS %
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Dim Purpose of Version Control

PROGRAM

B Center Versions allows Planners to model different budget scenarios.
e There are five working versions plus two official submit versions.

B  Agency Version supports the Budget Formulation cycle.
e There are six Agency versions, one for each phase of the budget cycle.

Centers have seven center versions:
B  Five working versions: C001 through C005
e These are your own versions to work in

e Your Center can choose to designate which version to use or allow planners
to use versions to create “what-if” scenarios

B Draft submit version: C999

e Submit your work to C999 when it is ready for review at your Center
e Data is visible to all users at your Center
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ﬁ[lll Center Versions

PROGRAM

Center Planning Center Planning Activity Timeframe
Version

CO001 Baseline budget data carried over from October
previous year.

C002 Direct and Indirect rates established for October — 1t week of
Corporate and Center G&A, Service Pools, December
and Projects. Pools establish capacity.

C003 Project/Pool negotiations. Allocation of 2nd week of January —
excess from Pools to Projects. End of January
C004 Cost finalization. 1st — 3rd week of
February
C005 Final Center Director approval. 4" week of February
C999 Code X area for strategic planning and End of February

“what-if” scenarios.

C000 Submission to Headquarters. End of February
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B Version A001- Center Pre-POP

e Where Centers work on their Pre-POP
® Version A002 - Center POP

e Where Centers work on their POP
B Version A0O03 — Enterprise POP

e Where Enterprises review Center POP
®m Version A004 — Agency POP

e Where the Agency reviews the Enterprise POP
H Version A005 — OMB submit

e This version gets submitted to OMB
B Version A006 — Congressional submit

e This version gets submitted to Congress

BF Release 0.5 Training — Revision 1 Slide #135
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5 Relationship Between
Dim Center and Agency Versions

PROGRAM

B Versions are specified in Header Area of the system. When you are planning, you
will enter both an Agency Version and a Center Version.

B Each Agency Version has the seven Center Versions associated with it:

e AO001 - C001 - Agency Version A001, Center Version C001 is the first working
version in the Center PrePOP; there are 4 more working versions

e A001- C999 - Agency Version A001, Center Version C999 is the draft submit
of the Center PrePOP

e AO001 —CO000 - Agency Version A001, Center Version C000 is the final submit
of the Center PrePOP

e A002 - CO001 is the first working version of POP
e A002 - C999 is the draft submit of POP
e A002 - CO000 is the final submit of POP
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Topic 4

Primary FTE/Travel Dollar Distribution
System Demonstration and Exercises
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ﬁ[lll Topic 4: Overview

PROGRAM

Entering Header Data

Distributing FTEs/Travel Dollars from an Organization to a Project Definition
Distributing FTEs/Travel Dollars from an Organization to a Service Pool
Distributing FTEs/Travel Dollars from an Organization to Center G&A
Distributing FTEs/Travel Dollars from an Organization to Corporate G&A
Phasing FTEs

Reviewing and Authorizing FTE/Travel Dollar Requests
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Topic 4: Primary Distribution Folder

O
Overview

D

PROGRAM

Primary FTE Distribution Planning Folder

Execute Primary Resource Dist (FTEs)

Mame |Descriptn Selection Char. value E}{t.|SeIectiDn| Charval...
Budget Year Budget Year 2020 2020
Agency Yersion Agency Version A0o Fre-PCOF
CenterWersion Center Version Zoot oo %
Qrganizatian MASA Org 215F BSpace FProjects Divisi...
E Labor Category LT # Mot assigned
L_ Figcal Year Fiscal year E 2018 %

E‘Versinn Cantral: Caopy

||E"Jersion Contral: Draft Subrmit

||E'\a"ersinn Cantral: Final Submit

||E'\a"ersion Cantral: Restore

| F#sCheck ALL Bus. Rules

Projects [&nnual] | Projects [Annual] - Delta | Svec Poals [Annual] Svi Poals [nnual] - Delta | Clr Gid, [Annual] | Chr G&&, [Annual) - Delta | Corp Gy [Snnual] | 3
lﬁﬂefresh FTE Rate ||ﬁEheck Buz. Rules ||ﬁﬂecompute |
RAINEEEIFEEE
B Guide Type |0G Type  |Praject Definitian Fy 2018 FTEs|FY 2019 FTEs| FY 2020 FTES| FY 2021 FTEs|Fy 2022 FTEs| Fy 2023 FTEs|Fy 2024 FTES
INGUIDE  [col# 21-200-10 21-200-10 a0.0 a0.0 a0.0 a0.0 a0.0 a0.0 0.0
| |INGUIDE OG Type |Project Definiion | Total 300 300 300 300 300 300 0.0
L Guide Type |OG Type |Project Definition | Total 30.0 30.0 0.0 0.0 30.0 30.0 IN1]
Projects [rruall § | SvePools [nnuall | Ot GEA(srnual § | Com Ga (Annual) $ Projects [Phase] § SvcPools [Phase] § | Cr GBA[Phase]§ | Com G b
|Guide Type |OG Type |Pr0jectDeﬂnition | | Fy 2018 $| Fy 2019$| F
[«][+]] |[«][»]
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Dim Primary Distribution Folder Overview

PROGRAM

B Annual Planning Input Layouts (FTE/Travel $):
Projects (Annual)

Projects (Annual) Delta

Service Pools (Annual)

Service Pools (Annual) Delta

Center G&A (Annual)

Center G&A (Annual) Delta

Corporate G&A (Annual)

Corporate G&A (Annual) Delta

B Annual Planning Output Layouts (FTE):
= Projects (Annual) $
= Service Pool (Annual) $
m  Center G&A (Annual) $
m Corporate G&A (Annual) $
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Dim Primary Distribution Folder Overview

PROGRAM

B Phasing Plan Input Layouts (FTE):
Projects (Phase)

Projects (Phase) - Delta

Projects (Phase) - User-Defined
Service Pools (Phase)

Service Pools (Phase) - Delta

Service Pools (Phase) — User-Defined
Center G&A (Phase)

Center G&A (Phase) — Delta

Center G&A (Phase) — User-Defined
Corporate G&A (Phase)

Corporate G&A (Phase) — Delta
Corporate G&A (Phase) — User-Defined
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5 Primary FTE Distribution Folder
Dim Overview

PROGRAM

Hm Phasing Plan Output Layouts (Travel): B Phasing Plan Output Layouts (FTE):
Projects (Phase) $
Service Pool (Phase) $
Center G&A (Phase) $
Corporate G&A (Phase) $

mProjects (Phase

)
mProjects (Phase) - Incremental
) - Cumulative

mProjects (Phase
mService Pools (Phase)

mService Pools (Phase) - Incremental
mService Pools (Phase) — Cumulative
mCenter G&A (Phase)

mCenter G&A (Phase) — Incremental
mCenter G&A (Phase) — Cumulative
mCorporate G&A (Phase)

mCorporate G&A (Phase) — Incremental
mCorporate G&A (Phase) — Cumulative
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Distribute
FTEs/Travel$
to Center
G&A

BF Release 0.5 Training — Revision 1

Open Primary
Resource
Distribution
(FTE/Travel$)

Folder

Distribute
FTEs/Travel$
to Corporate

G&A

Primary Distribution Planning
Process Flow

Distribute Distribute
Annual
Enter Annual
Header Data FTES/T ravel $ TES/'tI'raveI $
(0)
Pr01ects Service Pool
Check Submlt draft Submlt final
Business
Rules C999 cooo
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Topic 4: Entering Header Data

Primary FTE/Travel Dollar Distribution
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Dim Topic 4: Entering Header Data

PROGRAM

B Goal: Enter the appropriate characteristics in the Header Area, to define the data
that you want to plan.

5p b f €. -
®  Entering header data: dJB Zfa 7Y
I s
1. Log On N X c

2. Open Primary Resource Distribution Folder 7
:
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PROGRAM

Primary Distribution Planning Folder

Primary FTE Distribution Planning Folder

Execute Primary Resource Dist (FTEs)

=hf Mame Descriptn Selection Char. value ext. |Selection| Charval .
Budget Year Budget Year 2020 2020
Agency Yersion Agency Version A0o Fre-PCOF
CenterWersion Center Version Zoot oo %
|— Qrganizatian MASA Org 215F BSpace FProjects Divisi...
|_ Labor Category LT # Mot assigned
E Figcal Year Fiscal year E 2018

D]

E‘Versinn Cantral: Caopy ||E"Jersion Contral: DT

E‘Versinn Contral: Final Submit

||E'\a"ersion Cantral: Restore

| F#sCheck ALL Bus. Rules |

Projects [&nnual] | Projects [Annual] - Delta | rinal] | Svi Poals [nnual] - Delta | Clr Gid, [Annual] | Chr G&&, [Annual) - Delta | Corp Gy [Snnual] |P
|FSRehesh FTE Rate | ReChec]| [MaIMIE Descriptn Selection Char. value ext.
g2 @) @O @) center BA 21 Ames Research Center
B[ Guide Type  |0OG Type  |F FTES
Bmeumg = # 1 Budget Year Budget Year 2020 2020 Foo
INGLIDE QG Type  |R = ] 0.0
| [GuiszTyee [oaTye 7 Agency Wersion Agency Version A0 Pre-POP 3
— = Center_*ve.rsinn Center Version o0 | .I.:Eflil“l " Header Data
Crganization MASA O 215F Space Projects Division
B uide Type I Labor Category LC % # Mot assigned 5| =
Fiscal Year Fizcal vear gr 2018 2018
[« I[«][»]
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Dim Header Data for Primary Distribution

PROGRAM

Header data defines the data that you want to pull from the database and plan. In the
Primary Distribution Planning Folder, the data that you specify is the following:

Center The two-digit Center number (24)

Budget Year The Budget Year you are planning

Agency Version The Agency Version you are working in

Center Version The Center Version you are working in (C001- C005)
NASA Org The organization that is distributing the FTEs/Travel $*
LC The Labor Category for the FTEs being distributed*
Fiscal Year The Fiscal Year you are planning

*Note that the NASA Org and the Labor category have moved from
the input layout to the Header Area as this is the next “step down” in the distribution.
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PROGRAM

What goes in the Header Area?

Header Area

Qrganization

Fiscal Year

Marme Descriptn 7 Selection) Char. value ext.
Center BA 21 Armes Research Center
Budget Year Budget Yea 2020 2020
Agency Wersion Adency Vergion Al Fre-FOP
Center Yersion Center Vergion a0 001

Labor Category LC

MASA Oy 2M5F Space Projects Division

Mot assigned

Fiscal year 2018

1) Enter the following in the Header Area to define the data that you want to plan:

Center

Budget Year
Agency Version
Center Version
Organization
Labor Category
Fiscal Year

The two-digit Center number.

The year you are planning.

The Agency Version you are working in.

The Center Version you are working in (C001-C005).
The organization that is distributing the FTEs/Travel $.
The Labor Category for the FTEs being distributed.
The fiscal year you are planning.

2) Click the Transfer Variables button to set the data you want to plan.
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Topic 4: Distributing FTEs/Travel Dollars
from the Organization to a Project Definition

Primary FTE/Travel Dollar Distribution
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Topic 4: Distributing FTEs/Travel
( ﬁim ' Dollars from an Organization to a Project
PROGRAM Definition

B  Goal: Distributing FTEs/Travel Dollars from an Organization to a Project Definition.

m Distribute FTEs/Travel Dollars from an Organization to a Project Definition:
1. Logon

2. Open Primary Resource Distribution Planning Folder
3. Click on the Projects (Annual) button in the Input Area
4. Enter the appropriate Header Data and click the Transfer Variable Button

BF Release 0.5 Training — Revision 1 Slide #150



Q

D

PROGRAM

Primary Distribution Planning Folder

Projects (Annual) Input Layout

EillelFd

Mame |Descriptn Selection Char. value ext.|SeIectinn| ChaNaI...|
Center BA 21 Ames Research Center
Budget vear Budget Year 2020 2020
Agency Yersion Agency Version AD01 Fre-FOP
CenterVersion CenterVersion cano coo1
Qrganization HASA Org 215F Space Projects Division
Labar Category LC # Mot agsigned
Fizcal Year Fiscal vear E 2018

Iﬁ"-p"erxion Contral Copy

| ’E"Jersinn Cantrol: Diraft Subrmit

| E"‘u"emiun Cantral: Final Subrmit

[*##ersion Contral: Restare

| F#scheck ALL Bus. Fiules

Projects [Annual] |

Projects [Annuall - Delta

| Swve Pools [Annual]

Swec Pools [Annual] - Delta

| O GEA (onual) | Cb G&A [Annual] - Delts

| Corp GEA [Annual) | 4

[#%3R efresh FTE Fate

| ’ﬁl:heck Buz. Fules

||ﬁﬁecumpute |

Area

FEAIEI e A =
=1 Guide Type | 0G Type | Project Definition Fv 2018 FTEs| F 2018 FTEs|FY 2020 FTEs|Fy¥ 2021 FTEs|FY 2022 FTEs|Fy 2023 FTEs|Fr 2024 FTEs| N\
INGLIDE = # 21-200-10 21-200-10 0.0 20.0 200 30.0 20.0 0.0 0.0
| |INGUIDE |06 Type |Project Definition |Total 300 300 300 300 200 30.0 0o
L Guide Type |OG Type  |[Project Definition | Total 30.0 300 30.0 30.0 300 300 0o
Tuals | CvcPook Brmuald | CUGEA Brmuald | Com GRS Brnruals | Fropcts Bhase]s | Gve ook Chaseld | CUGEA[Chaeld | CopGCia Fhasels |
|Guide Type |or3 Type |F'r|:|jec1 Dietinition | | Fy 2018 a;| Fy 2014 $| F
[4][»]] [ JLe][x]
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What goes in the Input Area?

Hfm

PROGRAM

PFO|E A z 0 aVCO 0 Areg
Frojects [&nnual) Projects [&nnual] - Delta Svc Pools [Annual) Svc Pools [Bnnual] - Delta Ctr Gy [&nnual] Ctr Qb [Annual] - Delta Corp b [Annual] 4
[25R efresh FTE Rate ||ﬁtheck Buz. Rules ||ﬁﬂecompute
FIEI=1s1E= R R =
Guide Type |0G Type |Project Definition FY¥ 2018 FTES|FY 2019 FTE=s|FY 2020 FTES|FY 2021 FTES|FY 2022 FTES| FY 2023 FTES|FY 2024 FTEs
| IBNGUIDE  |ce=)# 21-200-10 21-200-10 300 300 300 30.0 30.0 300 0o
| IMGLIDE G Type  |Project Definition | Total ) 30.0 a0.0 30.0 30.0 30.0 30.0 0o
| Guide Type |0G Type |Project Definition | Total L%EEI.EI 30.0 30.0 30.0 a0.0 a0.0 0o

5) Click the append row button to add a row.
6) Enter the following:

Guide Type Inguide or Overguide

OG Type The type of Overguide: New Initiative, Augment, Price, and (#)
unassigned. You must enter the unassigned type if you selected
inguide.
The project you are authorizing the FTEs/Travel Dollars for,
identified by a project definition number.
The FTEs/Travel Dollars for two previous years, the budget year and
four outyears.
Click the Transfer Variables button to sort the row of data that you entered and get
totals in the input area.
Click the Refresh FTE Rate button to calculate the dollars in the output area, using the

rate entered in Center Control Planning.
Slide #152

Project Definition
FY20XX
7)
8)
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Q
Dim Where can | see the output?

PROGRAM

Projects (Annual) $ Output Layout

Projects [Annual] $ Svc Pools [Annual] § Clr G [Annual] § Corp GRS [Annual] $ Projects [Phaze] § Svc Pools [Phasze] § Ctr GRb [Phaze) § Cop G

[~
Guide Type |G Type  |Project Definition i FY 2018 & Fy 2019 §|FY 2020 §| FYy 2021 | FY 2022 §| FY 2023 §|FY 2024 §

INGUIDE  |ev# 21-200-10 21-200-10|3,615.000 3,802,680 |3,955.520 (4,114 860 (4,296.330|4,520.550 0.0ao
INGLIDE 0G Type  |Project Definition  [Total 3,615.000(3,802.680|3,955.920 4,114,860 |4,296.330 | 4,520.550 0.000
Guide Type |OG Type  |Project Definition  [Total 3,615.000(3,802.680|3,955.920 (4,114,860 |4,296.330 |4,520.550 0.00o

9) Click the Projects (Annual) $ output button to view the output area.
10) The following information is shown:

Guide Type Inguide or Overguide

OG Type The type of Overguide: New Initiative, Augment, Price, and (#)
unassigned.

Project Defin. The project definition that the Organization is authorizing the FTE:
for, identified by a project definition number.

FY 20XX $ The dollars associated with the FTEs. (equal to FTEs X Rate)

Totals The totals for all project definitions listed.
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Q
Dim Where can | see the output?

PROGRAM

Budget Formulation Report Website Menu

Home | Workforce | Projects | Service Pools ™| Center G&A ™| Corporate G&A ™| IFMP Docs ™| Print Reports ™

Center Control Planning k
Primary Resource Planning '~ —; .
Projects TR =)
Secondary Resource = FTE Distribution
Planning Service Pools e Annual =
Travel Distribution
Center G&A - Phased @
Authorized ws. = :
Corporate G&A Requested Version Comparison r

1) Open the Budget Formulation BW report website.

2) Enter your BF user name and password.

3) Click on the menus shown above.

4) Enter the header data for the data you want in the report.
5) The report shown on the next page will open.
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Where can | see the output?

Hfm

PROGRAM

Primary Resource Planning, FTE Distribution, Projects: Annual Report

Bw | Home | Workforce "‘ Projects "| Service Pools " Center G&A v| Corporate G&A v| IFMP Docs v| Print Reports "l

Web Application
Zaam In ||5|:|—':;f,:I Zaoaom Out | Email Comments |

== Havigation block:

Business ' . 'Fiscal . .E. .Guide .E.
ares Iﬂ’ @ :

=~ Wariable Values

o i 2 | |most current Data == 293
? ) ? o ? Center Ames Rezearch Center
. - - - Bucget ¥, | 2020
LC & NAZA Org |2 oG Type |2 ittt |
n —= == = | Agency Yersion | Pre-POP
e ? | ! ? . W Center Yersion | ARC Pre POP
3 : AR AR - | j :
Project o Project 27| @ Labor Category Mat sssigned
i : FTE Rate, |L5] f - 4
Definition Iﬂ’ Type Gty Arrﬁl | MAZA Org | Space Projects
E T I ? e T ? | F_‘rcnjec:t _Defin'rtion _21 -2D_IZI—1EI
S Primary FTE Distribution - Projects
Fiscal year | 2018 _ _ 2018 _ _ 2020 _
FTE FTE FTE FTE FTE FTE FTE FTE
MASA, Cirg L Guide Type | 0G Type Project Definition Project Type |Rate aTy il | Rate aTy ke Rate aTy
_ | I it el LS e B
215F | Space Projects | Mot assigned |In Guide | Mot assigned | 21-200-10 121-200-10 | Direct |$120.50000 | 30.0 FTE | % 3,615.000 | § 126.75600 | 30.0 FTE | § 3,802.680 | § 131.85400 | 30.0 FTE |
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PROGRAM

Topic 4: Distributing FTEs/Travel Dollars
from an Organization to a Service Pool

Primary FTE/Travel Dollar Distribution
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- Topic 4: Distributing F_TEs_/TraveI
Dim Dollars from an Organization to a
PReerAl Service Pool

B  Goal: Distributing FTEs/Travel Dollars from an Organization to a Service Pool.

B Distribute FTEs/Travel Dollars from an Organization to a Service Pool:
1. Logon
2. Open Primary Resource Distribution Planning Folder
3. Click on the Service Pool (Annual) button in the Input Area
4. Enter Header Data and click the Transfer Variable Button
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D

PROGRAM

Primary Distribution Planning Folder

Service Pool (Annual) Input Layout

=32

Drganization MASA Crg
Lahar Category LT

21JF Facilities And Logistic...

Mot agsigned

Mame |Descriptn Selection Char. value E}d.|SeIectiDn| Char\-’al...|
Center BA 21 Ames Research Center
Budget Year Budget Year 2020 2020
Anency Yersion Agency Version A0 Pre-FOP
CenterVersion CenterVersion cao caot

Fiscal Year

|
=

Fiscal year

o #

2013

2018

Iﬁ'\fersinn Cantral: Copy

| E"‘Jersinn Cantral: Diraft Subrnit

| E’h’er&inn Cantral: Final Subrmit

[f23\tersion Control: Restare

| F#iCheck ALL Bus. Rules

Svc Pools [Annual] - Delta

| 5w Pools [Annual) | CoGaAfannual) | CwGSAjAnnual-Dela | Cop GoAonug) | v

Frojects [Annual] | Frojects [Annual] - Delta

| /Input Area

[F#Recompute ||ﬁHefre&h FTE Rate ||ﬁl:heck Buz. Rules

&3] @ 0fa)(z]|z] W

=i Guide Type  |OG Type |Pool F 2018 FTEs|FY 2019 FTES|FY 2020 FTEs|FY 2021 FTES| FY 2022 FTEs|FY 2023 FTEs|FY 2024 FTEs ~
INGUIDE # F&RS |FACIL & REL SERYICES 321 321 321 321 3z 321 321
| INGUIDE QG Type  |Pool Total 321 321 321 321 321 321 321
L_H Guide Type |OG Type |Poal Total 321 321 321 321 3z 321 321
Projects enmual i SVE Fools [annual 3 i | T P | i Lom‘asew i s PO0TE [PHase] T i T o [Phase] 5 i LDEE'FI
o
& Guide Type |06 Type Paal | | Fy 2018 § FY 2014 § F
(][] [«[+]
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What goes in the input area?

PROGRAM

Service Pool (Annual) Input Layout: Input Area

Projects [Annual] Frojects [&nnual] - Delta Swe Pools [dnnual) S Poolz [Annual) - Delta Clr Gy [Annual Ctr Gy, [nnual] - Delta Corp Gy [Annual) r

IﬁHecompute ||ﬁHefresh FTE Rate ||ﬁtheck Buz. Rules |

s [0 [|)] D] é) |1z 2]
Guide Type [OG Type |Pool Fr 2018 FTES|Fy 2019 FTES| FY 2020 FTES| FY 2021 FTES|FY 2022 FTES | FY 2023 FTES| FY 2024 FTES
| INGUIDE # F&RS [FACIL & REL SERVICES 321 321 321 3z 321 321 32
| INGUIDE 0G Type  |[Fool Total 321 3241 321 ] 3241 321 321
L_ Guide Type (OG Type |Pool Total . 321 321 321 321 321 321 321
by

5) Click the append row button to add a row.
6) Enter the following:

Guide Type Inguide or Overguide

OG Type The type of Overguide: New Initiative, Augment, Price, and (#)
unassigned. You must enter the unassigned type if you selected
inguide.

Pool The service pool that the Organization is authorizing the FTEs/Travel
Dollars for, (one of six: F&RS, FAB, IT, S&E, TEST, and WT)

FY20XX The FTEs/Travel Dollars for two previous years, the budget year and

four outyears.
7) Click the Transfer Variables button to sort the row of data that you entered and get
totals in the input area.
8) Click the Refresh FTE Rate button to calculate the dollars in the output area, using the

rate entered in Center Control Planning.
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PROGRAM

Where can | see the output?

Service Pools (Annual) $ Output Layout

Projects [Annual] $ [ Swi Poals [Annual] § Chr Giée [Annuall 3 Corp GiA [Snnual] § | Projects [Phase] § | Swi Pools [Phase] | Ctr G#d, [Phase) & | Corp G ¥
Guide Type|0G Type |Poal Fy 2018 %\ FY 2019 & FY 2020 | FY 2021 §| FY 2022 §|FY 2023 5 Fy 2024 %
| IMGUIDE  |# F&RS [FACIL & REL SERVICES (3,193,950 (3,372,458 |13,508.370(3,649.321 13,810,270 |4,005.130 (4,170.7 21
| INGLUIDE  |20G Type | Pool | Taotal 3183 950|3,372. 458 |3 508.370 (3,649 321 [3,810.270 |4,009130 |4,170.721
|| Guide Type | OG Type |Poal | Total 3,193.950(3,372.458|3 5003370 |3,648.321 3,810.270|4,009.130 | 4,170.721

9) Click the Service Pools (Annual) $ output button to view the output area.
10) The following information is shown:

Guide Type Inguide or Overguide

OG Type The type of Overguide: New Initiative, Augment, Price, and (#)
unassigned.

Pool The service pool that the Organization is authorizing the FTEs for,
identified by an acronym.

FY 20XX $ The dollars associated with the FTEs. (equal to FTEs X Rate)

Totals The totals for the service pool.
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Q
Dim Where can | see the output?

PROGRAM

Budget Formulation Report Website Menu

|Hume Workforce | Projects | Service Pools ™| Center G&A ™| Corporate G&A | IFMP Docs ™| Print Reports ™

Center Control Planning k
Primary Resource Planning [~ ——
Projects g
Secondary Resource G :
Planning FTE Distribution :
Center G&A R Annual b
Travel Distribution o
Corporate G&A : Phased
Authorized vs. : :
Requested ¥Yersion Comparison  }

1) Open the Budget Formulation BW report website.

2) Enter your BF user name and password.

3) Click on the menus shown above.

4) Enter the header data for the data you want in the report.
5) The report shown on the next page will open.
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Where can | see the output?

Hfm

PROGRAM

Primary Resource Planning, FTE Distribution, Projects: Annual Report

f'(\_- Bw | Home | Workforce "'| Projects "'| Service Puuls" Center G&A "| Corporate G&A v| IFMP Docs "'| Print Repurts'l

Y Web Application
Zoam In HED—% Zoom Out | Email Comments |

=7 Havigation block:

== Wariable Walues

Business Fizcal Guide :
ares YEar E | Type E Most Current Data == 293
B B “E | |center | Ames Ressarch Center
Labor Budget Year 2020
Category = bt E ki E Agency Version .Pre-F‘OP
B B “E | |Center version | ARC Pre POP
AR AR - Labor Category I Mot azsigned
Pool = FTE Rate, [MaSA Org |Fac & Maint Mot Div
|Gty Amt | Service Pools FACIL & REL SERVICES
8 ¥
= Primary FTE Distribution - SP and G&A
Fizcal year 2018 2019 2020
' FTE [FTE [FTE |FTE FTE FTE FTE [FTE [FTE
MASA, Cirg Labor Category | Guide Type | OG Type Pool Rate aTry k138 Rate aTry ke Rate aTry ke
Filad i Fi

21JF |Fac & haint hgt Div | Mot azsigned | In Guide Mot as=igned | FACIL & REL SERVICES | 99.50000 |32.1 FTE |§ 3,183.850 | $103.06100 |32.1 FTE |§ 3372458 | 10929500 | 321 FTE | § 3,505
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PROGRAM

Topic 4: Distributing FTEs/Travel $ from an
Organization to Center G&A

Primary FTE/Travel Dollar Distribution
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Topic 4: Distributing FTEs/Travel
ﬁim Dollars from an Organization to
PROGRAM Center G&A

B Goal: Distributing FTEs/Travel Dollars from an Organization to Center G&A.

B Distribute FTEs/Travel Dollars from an Organization to Center G&A:
1. Logon
2. Open Primary Resource Distribution Planning Folder
3. Click on the Center G&A (Annual) button in the Input Area
4. Enter Header Data and click the Transfer Variable Button
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il

PROGRAM

Primary Distribution Planning Folder

Center G&A (Annual) Input Layout

=i Mame |Descriptn |Se|ectinn| Characteristic Value Ext. Display|89lectinn| ChaNaI...|

Center BA 21 Ames Research Center

Budget Year Budget Year 2020 2020

Adency Version Agency Version ADDT Fre-POF

Center¥ersion Center Version com com

Qrganization MNASA Org E 21JF | Facilities And Logistics Mamt ...

Lahor Category LC # Mot assigned |E|

Fiscal Year Fiscal year 2018 2018 E
Iﬁﬂfersinn Contral: Copy | E"\-"ersinn Contral: Draft Subrmit | E"‘J’ersinn Contral: Final Subrnit | E’Wer&ion Contral: Restare | Iﬁﬁheck ALL Bus. Rules

Projects [annual] | Projects [bnnual] - Delta | Swve Pools [Annual] Swo Poolz [Annwal] - Delta | Cr Gl [Annual] | Chr G, [henual] - Delta | Corp G, [Annual] | 4
[%#5F ecompute ||ﬁﬁefrexh FTE Rate |Iﬁtheck Busz. Rules | /ﬁ

l.J"'|
FAIE] |22 2] i < Input Area
Glide Type Cute Tyig Faal Fv 2018 FTEs FY 2019 FTEs
Append Fow
| e CTR CENTER ~
(][] I I[«][+]

Projects (Arnual § | SvcPools[anruall$ | Ot GBA[Anrual$ | CopGi (Arnual$ | Projects (Phasel$ | SvcPools(Phass)$ | Ot G3A(Phase)$ | CompG b

[B)| Guide Type 0G Type Poal Fr 2018 § Fy 2019 § F
] J[«][+]
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@)
il What goes in the input area?

PROGRAM

Center G&A (Annual) Input Layout: Input Area

Frojects [Annual) Projects [dnnual] - Dela Sve Pools [Annual] Sve Poolz [Annual) - Delta Chr G [Annual] Chr Gy [Annual) - Delta Corp G [Annual] k
Iﬁﬁecompute ||ﬁHefresh FTE Rate |IﬁEheck Bus. Rules |
AIRNIEREIEEE
Guide Type |0OG Type  |(Pool FY 2018 FTEs|FY 2019 FTEs | FY 2020 FTE=s|FY 2021 FTEs|FY 2022 FTE=|FY 2023 FTEs| Fy 2024 FTEs
| INGUIDE # CTR |CEMTER 11.0 11.0 11.0 11.0 11.0 11.0 11.0
| IMGUIDE 0G Type |CTR |CEMTER 11.0 11.0 11.0 11.0 11.0 11.0 11.0
L Guide Type |0G Type [CTR |CEMTER 11.0 11.0 11.0 11.0 11.0 11.0 11.0
5) Click the append row button to add a row.
6) Enter the following:
Guide Type Inguide or Overguide
OG Type The type of Overguide: New Initiative, Augment, Price, and (#)
unassigned. You must enter the unassigned type if you selected
inguide.
Pool The Center G&A Pool that the Organization is authorizing
FTEs/Travel Dollars for.
FY20XX $ The FTEs/Travel Dollars for two previous years, the budget year and

four outyears.
7) Click the Transfer Variables button to sort the row of data that you entered and get

totals in the input area.
8) Click the Refresh FTE Rate button to calculate the dollars in the output area, using the

rate entered in Center Control Planning.
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PROGRAM

Where can | see the output?

Center G&A (Annual) $ Output Layout

Frojects [Annual] § Swve Poolz [Annual) $ Chr Giady [Annual] $ Corp Gy [Annual] § | Projects [Phaze] | Swe Ponlz [Fhaze] § | Chr G [Phaze] $ | Carp Gk
Guide Type|OG Type |Fool FY 2018 & FY 2019 | FY 2020 §| Fy 2021 §| FY 2022 §| FY 2023 §| FYy 2024 §
INGUIDE |# CTR|CENTER| 863.500( 909.645| S946.297| 98343241 ,027.730(1,081 366(1,124.948

INGUIDE |OG Type |CTR|CENTER | 863.500| 909.645| 946297 | 484324 (1 027.730|1,081.366 1,124 948
Guide Type |0OG Type |[CTR |CEWTER | 863.500| 909.645| 946.297| 984.324|1,027.730|1,081.366(1,124.948

9) Click the Center G&A (Annual) $ output button to view the output area.
10) The following information is shown:

Guide Type Inguide or Overguide

OG Type The type of Overguide: New Initiative, Augment, Price, and (#)
unassigned.

Pool The Center G&A Pool that the Organization is authorizing the FTEs
for.

FY 20XX $ The dollars associated with the FTEs. (equal to FTEs X Rate)

Totals The totals for the Center G&A pool.
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Q
Dim Where can | see the output?

PROGRAM

Budget Formulation Report Website Menu

1)
2)
3)
1)
3)

| Home | Workforce "| Projects "| Service Pools v| Center G&A v| Corporate G&A v| IFMP Docs v| Print Reports 'I

Center Control Planning J
Primary Resource Planning r~——
Projects L4
Secondary Resource z
Planning Service Pools 4
Center G&EA

FTE Distribution .
Corporate G&A Annual Jtm

Travel Distribution
Phased
Authorized vs.

Requested Yersion Comparison ]

Open the Budget Formulation BW report website.

Enter your BF user name and password.

Click on the menus shown above.

Enter the header data for the data you want in the report.
The report shown on the next page will open.
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Where can | see the output?

Hfm

PROGRAM

Primary Resource Planning, FTE Distribution, Center G&A: Annual Report

(“\ Bw |Hume Workforce | Projects *| Service Pools =| Center G&A ™| Corporate G&A ™| IFMP Docs ™| Print Reports ™

Web Application
Zoam In “5'3_% Zoom Out | Email Comments |

=7 Havigation block:

=7 Wariable Walues

Business Fizcal = Guide REl
ares @’ YEar |~ | Type @’ Most Current Data == 203
B B E | [certer ' | Ames Research Center
Lahor : : Budget Year 2020
Category E Nasa Org & @’ 06 Type |E Agency Version .F‘re-F‘OF‘
“E B SE | |Center Wersion | ARC Pre POP
| AR AR - | i .Labu:ur Category 1 Mot assigned
Paal a7 FTE Rate, [ | [MAZA, Org | Financial Mgrmt Div
|ty Amt | Service Pools | CENTER
| | N | '
= Primary FTE Distribution - SP and G&A&
Fiscal year 2018 2019 2020 2021
' IFTE FTE  FTE FTE FTE FTE FTE [FTE [FTE 'FTE FTH
MASE Crg Labor Categaory | Guide Type  OG Type Paooal Rate AT Fk Rate QaTY Tk Rate aTY Tk Rate aT
Bk ik | ke Fk

|21¢F |Financial gt Div | kot assiogned | In Guide Mot assigned | CEMTER |5 78.50000 |11.0 FTE | § 563500 $ 6259500 11.0FTE | §909.645 | § 6602700 |11.0FTE |§ 946,297 | § 89.46400 |11,
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PROGRAM

Topic 4: Distributing FTEs/Travel Dollars
from an Organization to Corporate G&A

Primary FTE/Travel Dollars Distribution
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Topic 4: Distributing FTEs/Travel

ﬁim Dollars from an Organization to
e (Corporate G3A

B Goal: Distributing FTEs/Travel Dollars from an Organization to Corporate G&A.

B Distribute FTEs/Travel Dollars from an Organization to Corporate G&A:
1. Logon
2. Open Primary Resource Distribution (FTEs) Planning Folder
3. Click on the Corporate G&A (Annual) button in the Input Area
4. Enter Header Data and click the Transfer Variable Button
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il

PROGRAM

Primary Distribution Planning Folder

Corporate G&A (Annual) Input Layout

Marme |Descriptn |Se|ectiun| Characteristic Walue Ext. Display|5&|ectiun| ChaNaI...|

Center BA 21 Ames Research Center

Budget Year Budget Year 2020 2020

Adency Version Agency Versian AT Fre-FOP

Center Version Center Yersion com cam

Qrganization  MASA Org E Applied Infarmation Technalog...

Labor Category LT # Mot agsigned E|

Fiscal Year Figcal year 2018 2018 E L
’E"‘Jersinn Contral: Copy Iﬁ'\iersion Contral: Draft Subrnit Iﬁ'\iersion Contral: Final Submit ’E"‘Jersinn Control: Restore ’ﬁlﬁheck &LL Bus. Rules

Prajects [Annual] | Frojects [Annual] - Delta | Swc Pools [Annual] Swvc Poalz [Annual] - Delta | Clr Gy [Annual] | Cir G&& [Annuall - Delta | Corp G&A [Annual] | 3

[f#R ecompute ||ﬁﬂefresh FTE Rate ||ﬁ€heck Bus. Rules |

jaa] @)@ D]z ] < Input Area

=il Guide Type QG Type Fool Fy 2023 FTEs Fy 2024 FTES \.
| neuine # CORP CORFORATE 10.3 103
[«][]E I J[«]»]
Projects [Bnnuall3 | SwcPook@nnuall$ | Lt GEA@nnuals | ComGis@rnualls | Projects[Phasel$ | SvcPools[Phase)$ | CtGa&(Phase)$ | ComGr ||
B Guide Type |06 Type Paol | | FY 2018 §| Fv 2019 §| F
(][] r 1]
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Hfm

PROGRAM

What goes in the input area?

.
U ) U A lE QA A C (J C U (J A B d

Projects [&nnual] Projects [Snnual] - Delta S Pools [Annual] S Pools [Annual] - Delta Chr G [dnnal] Ctr Gy [Annual] - Delta Corp Gd [Annual] 4

[*#3R ecompute |@Hefresh FTE Rate |Iﬁ|:heck Bus. Fules

EIEEENEAEE
Guide Type |0OG Type |Fool Fi 2018 FTEs|FY 2019 FTEs|FY 2020 FTEs|FY 2021 FTEs| FY 2022 FTEs| FYy 2023 FTEs| FY 2024 FTES
INGUIDE # CORFP |CORFPORATE 10.3 10.3 103 103 103 103 10.3
| INGUIDE 0G Type |CORP  |CORPORATE 10.3 10.3 10.3 10.3 103 10.3 10.3
\_ Guide Type |OG Type |CORP |CORPORATE 10.3 10.3 10.3 10.2 10.3 10.3 10.3
5) Click the append row button to add a row.
6) Enter the following:
Guide Type Inguide or Overguide
OG Type The type of Overguide: New Initiative, Augment, Price, and (#)
unassigned. You must enter the unassigned type if you selected
inguide.
Pool The Corporate G&A Pool for which the Organization is authorizing
the FTEs/Travel Dollars.
FY20XX $ The FTEs/Travel Dollars for two previous years, the budget year and
four outyears.
7) Click the Transfer Variables button to sort the row of data that you entered and get
totals in the input area.
8) Click the Refresh FTE Rate button to calculate the dollars in the output area, using the

rate entered in Center Control Planning.
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PROGRAM

Where can | see the output?

Corporate G&A (Annual) $ Output Layout

| Projects [Annual)

Sye Pools [Annual] $ Clr G, [Annual) $ Com GA [drnuall | Projects Phase)$ | SvcPooks (Phase)$ |  CtGod(Phass]$ | Cop o

Guide Type

0G Type

Fool

Fv 2018 § FY 2019 §|Fy 2020 §| FY 2021 § | Fy 2022 § FY 2023 §|Fy 2024 §

INGUIDE |7

#

CORF

CORPORATE |1,199.950|1,264.850 (1,315.835 |1,368.695 |1,429.063 |1,503.635 |1,564.240

INGUIDE

0 Type

CORF

CORPORATE |1,199.950|1,264.850 (1,315.835|1,368.695 |1,429.063 |1,503.635 |1,564.240

Guide Type

0G Type

CORF

CORFORATE |1,199.950|1,264.350 (1,315.835|1,368.695 |1,429.063 |1,503.635 |1,564.240

9) Click the Corporate G&A (Annual) $ output button to view the output area.
10) The following information is shown:
Guide Type
OG Type

Pool

FY 20XX $
Totals

Inguide or Overguide

The type of Overguide: New Initiative, Augment, Price, and (#)
unassigned.

The Corporate G&A Pool for which Organization is authorizing the
FTEs.

The dollars associated with the FTEs. (equal to FTEs X Rate)

The totals for the Corporate G&A pool.
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5 Workforce FTE Distribution
Dim Annual Report

PROGRAM

Budget Formulation Report Website Menu

|Hume Workforce ™| Projects ¥| Service Pools ™| Center G&A *| Corporate G&A ™| IFMP Docs ™| Print Reports ™

Center Control Planning J

Primary Resource Planning :
Projects g

Secondary Resource :
Planning Service Pools 3

Center G&A g

Corporate G&A i T 3 7
FTE Distribution
———— Annual Jr
Travel Distribution Yt
- Phased
Authorized vs. : :
Requested ¥ersion Comparison ¥

1) Open the Budget Formulation BW report website.

2) Enter your BF user name and password.

3) Click on the menus shown above.

4) Enter the header data for the data you want in the report.
5) The report shown on the next page will open.
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Dip 1 S Where can | see the output?

Primary Resource Planning, FTE Distribution, Corp. G&A: Annual Report

f“ BW | Home | Workforce "'| Projects "'| Service Puuls" Center G&A "| Corporate G&A v| IFMP Docs "'| Print Reports ™ |

Iy Web Application
Zoam In HED—% Zoom Out | Email Comments |

=7 Havigation block:

== Wariable Walues

[Business | iE . [Fiscal . 'E| [Guie 'E. .
wea BB ey’ B 5y | fest et Dot [-= 203
B & N | |Center | Ames Research Certer
Lakor =71 | @ o o Budget Year _2I:|2E|
MASA O O T [ :
Category "= @’ fRe Agency Version _Pre-F‘OP
B E “E | | Center Wersion | AR Pre POP
| .AR: AR - | i _Ls!b_or Category _' Nm_ass_igr!ed
Pool =] FTE Rate, . |NASA Org | Applied Info Tech
| |Gty Amt | Service Pools | CORPORATE
|F | |3 |
= Primary FTE Distribution - 5P and G&A
Fiscal year | 2018 _ B 2019 _ | 2020 _ B 2021
| [ FTE FTE FTE |FTE FTE FTE FTE FTE FTE |FTE
MASA Dy Labor Category | Guide Type  OF Type Poal Rate ATy i Rate ATy i Rate ATy i Rate
Fk kil kil kil

[2107 Applied Info Tech | Mot azsigned | InGuide Mot azsigned | CORPORATE | 11650000 10,3 FTE |$1,199.950 :$.1 2280100 |10.3FTE | 1,264.850 |$ 127.75100 | 10.3FTE |$1,315.835 _$.1 32
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Dim Primary Distribution Annual Exercises

PROGRAM

Now you will have an opportunity to practice what
you have just seen in the Budget Formulation Training Environment
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PROGRAM

Topic 4: Phasing

Primary FTE Distribution
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ﬁ[lll Topic 4: Phasing

PROGRAM

B Goal: During initial and mid-year phasing plan activities, the users will phase FTEs
for projects, service pools, Center G&A and Corporate G&A using manual entry or
algorithms built into the system.

B Phasing:
1. How to phase
2. Phasing algorithms

3. Incremental and cumulative
phasing

B Phasing Steps ﬂ\‘

Logon ‘5’
Open Primary Resource Distribution Planning '
Click on the appropriate Phasing Input Layou
Enter Header data (ensure budget year and 1
Use algorithm buttons or manually enter pha:
View the data in the matching output area

Save the data when complete

N o o k0D~
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PROGRAM

Header Data for Phasing

Primary Distribution Header Area

sl (| W ame Descriptn |Selectinn| Char. value E}i't.|

Center BA 1 Ames Research Center

Budoet Year Budget Year 2020 2020

Agency Yersion Adency Wersion A0 Fre-FOF

Center Wersion Center Yersion oo o0

Qrganization MASA Ory 215F Space Projects Division

Labor Category LC # Mot assigned

Fiscal Year Fiscal year 2018 2018
Center The two-digit Center number (your Center).
Budget Year The Budget year you are planning.
Agency Version The Agency Version you are working in.
Center Version The Center Version you are working in (C001- CO005).
Organization The organization that the FTEs belong to.
Labor Category The Labor Category assigned to the FTEs.
Fiscal Year The fiscal year you are phasing.
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1 Phasing Projects Input Area

PROGRAM

Projects (Phase) Input Layout: Input Area

Marne | Descriptn |Selection| Char. value ext.|Selection| Charval...|
Center BA 21 Ames Research Center
Budaet Year Budget Year 2020 2020
Agency Version Agency Versian AD01 Pre-POPF
Center Wersion CenterVersion coo COo1 [%
Qrganization MASA Org E 215F Space Projects Division
Labaor Category LC # Mot assigned B
Fiscal Year Fiscal year 2018 2018 E
Iﬁ"d’ersion Cantral: Copy | [*33ersion Contral: Draft Submit | [%33/ersion Controk Final Submit | [P ersion Contral: Festore | [PfECheck ALL Bus. Rules
4 | Corp G [Bnnual] - Delta | Projects [Phase] | Projects [Phase] - Delta | Projects [Phasze] - User-Defined | Sve Pools [Phaze) | S Pools [Phase] - Delta L >
Iﬁﬁecnmpute ||ﬁ8tlaight-Line |IﬁUser-Defined |Iﬁﬂeflesh FTE Rate ||ﬁ[ﬁheck Buz. Rules |
AIRENEIEEE
B Guide Type 06 Type [Project Defnition | | 0CT- FTEs nov-Fres|] < Input Area
(]| [ [4][+]
Prajects [&nnual] $ | Sve Poals [Bnnual] $ | Ctr G [dnnual] $ | Corp G [Bnnual] $ | Frojects [Phaze] $ - Swvc Pools [Phase) $ | Ctr GéA [Phase] $ | Comp G ¥
A ([ [ET ) 1 e 2 11
B\ Guide Type 06 Type Project Definition | OcT-§ MOY - §
(L] |[«][+]
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PROGRAM

Phasing Service Pools Input Area

Service Pools (Phase) Input Layout: Input Area

MHame |Descriptn |Se|ecti0n| Char. walue Ext.|SeIectiDn| ChaNaI...|
Center BA 21 Ames Research Center
Budoet vear Budget vear 2020 2020
Adency Yersion Agency Version AL Fre-POP
Center Version CenterYersion com com
Organization  MNASA Org E Financial Manageme...

Labor Category L #* Mot azsigned E

Figcal ‘fear Fiscal year 2018 2018 E
lﬁ"-p"ersion Cantral: Copy Iﬁ"u‘ersinn Contral: Draft Submit | [2#3/ersion Contral: Final S ubmit | [#33/ersion Contral: Restore IﬁEheck &1L Bus. Rules

L | Corp GEd [Annual] - Dela | Projects [Phaze] | Projects [Phaze] - Delta | Projects [Phaze] - User-Defined | Swe Poolz [Phasze] Sve Poolz [Phaze] - Delta I_ k

Iﬁtheck Bus. Rules | )

lﬁﬁecompute IﬁStraight-Line ||ﬁUSel-Defined ’ﬁHeflesh FTE Rate

sa) [ @i[|] O &) [iz]iz] =)

i Suide Jyoe |06 Type Poal | | OCT- FTEs NOV- FTESN_ Input Area

N

il T a3

Projects (Annual] $ | Sve Pools (Annual] § | Cir G (Annual) § | Corp Géd [Annual) § Projects [Phase) § | Sve Pools (Phase] & | Ch G [Phase] § | Cop G b
|Guide Tupe 06 Type Project Definition | | FY 2016 5| FY 2019 %) F
[4][+]] I[«1[»]
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PROGRAM

Phasing Center G&A Input Area

Center G&A (Phase) Input Layout: Input Area

=i || Mame |Descriptn |Se|ection| Char. value ext.|SeIectic|n| ChaNaI...l
Center BA 21 Ames Research Center
Budget vear Budget vear 2020 2020
Anency Wersion Agency Wersion Al Pre-FOP
Center Werzion CenterWersion com caom
Qrganization MASA Org E 21 CF|Financial Manageme..
Lahar Categary LC * Mot assigned E
Fiscal Year Figcal vear 2018 20ma E
E“Jersinn Caontral: Copy E’V’ersinn Contral: Draft Subriit Iﬁ"u‘ersinn Contral: Final Subrit lﬁ"-ﬁ'ersion Contral: Restare Iﬁﬁheck ALL Bus. Rules
4 Sve Pools [Phase] - User-Defined | CwGkA(Phase] | CuGSh(Fhase)-Delta | CiGdé(Phase)-UserDefred |  CompGié(Phase) | ComGbé(Phase]-Deka | Co

iR ecampute IlﬁStraight-Line |@User-Defined Ilﬁﬂefresh FTE Rate ||ﬁl:heck Buz. Rules |

a)[m) (| 0]&)|z] 2] =

|Guide Type 06 Type Pool | | OCT- FTEs| NOV- FTR”

Input Area

Projects [Annuall $ | Sve Pools (Annual] § | Chr Gl [Bnnual] § | Corp G [Annual] § Projects [Phase) § | Sve Pools [Phase) § | Cir G (Phase] § | CopG b
|Guide Type 06 Type |Project Definition | | Fy 2018 §| Fy 2014 § F
D] [ 1«1[»]
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PROGRAM

Phasing Corporate G&A Input Area

L=l 1F2

Corporate G&A (Phase) Input Layout: Input Area

MHame |Descriptn |Se|ectiun| Char. walue Ext.|SeIectiDn| ChaNaI...l

Center BA 21 Ames Research Center

Budget ¥Year Budget Year 2020 2020

Agency Yersion Agency Yersion ADOA Fre-FOP

Center Version Center Version com oot

Organization  MASA Org E Financial Manageme...

Lahar Categary LC # Mot assigned E|
Fi=cal year Fizcal vear 2018 2018 E|

’E"Jersion Contral: Copy

||ﬁ"\!’ersion Cantral: Diraft Submit

| Iﬁ'\!’ersion Cantral: Final Submit

||E'\Iersion Cantral: Restore

| F#SCheck AL Bus. Riules

4 Syc Pools [Phase] - User-Defined | ClGuA(Phase] |  CtGda(Phass)-Deha | Ot GaA(Phase]-UserDefired |  Com(Gid(Phase) |  CopGgh(Phase)-Deta | C»
[ ecampute ||ﬁ5traight-Line |@User-Defined ||ﬁﬂefresh FTE Rate ||ﬁ€heck Bus. Rules | »
L 1
IR E
B Guide Tyne |0 Type |Ponl | | OCT- FTEs nov- TSy Input Area
L[]l I I[[+]
Projects [Annual) $ Svo Pools [Annual) $ Ctr G [Annual) $ Corp Géd [Annual] $ Frojects (Phase] $ Svic Pools [Phase) $ Ctr G [Phaze) $ Comp G »
|Guide Type |oe Type |PrnjectDeﬂni1inn | | Fy 2n1a$| Fy 2018 $| F
LD [«][]
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Dim Phasing Algorithms

PROGRAM

B Each Phasing input area has two algorithm buttons:

m Straight-Line (one each for projects, service pools, Center G&A and Corporate
G&A)

= User-Defined (one each for projects, service pools, Center G&A and Corporate
G&A)

B Each button, if used, applies the same algorithm to all of the organizations that
were planned during the annual planning.

m  Straight-Line:
m Phases the FTEs using the same amount in each month.
B User-Defined:

m Allows you to define a series of percentages to apply to the amounts for each
month.

B Or, you can manually enter the numbers by each organization.
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To Use the Straight-Line Algorithm
Button, Using Projects as an Example

PROGRAM

Projects (Phase) Input Layout: Input Area

Swe Pools [Phaze] - Delta

| Svc Poolz [Phaze|

Frojectz [Phasze] - Delta Projectz [Fhase] - Uzer-Defined

I Frojectz [Phaze)

2 zer-Defined ||ﬁHefresh FTE Rate ||ﬁl:heck Bus. Rules |

l.l"1
E
Guide Type |0G Type  |Project Definition OCT-FTEs|MOW - FTES| DEC - FTES| JAM - FTES|FEB - FTES|MAR - FTES|APR - FTES|MAY - FTES|JUM - FTES|JUL - R
| INGUIDE  [)# 21-200-10 2-200-10 300 anao oo oo anao oo 300 00 oo
| IMGUIDE 05 Type  |Project Definition  |Total 0.0 an.a 30.0 0.0 300 300 300 300 300
‘_ Guide Type |OG Type  [FProject Definition | Total 0.0 300 30,0 30,0 200 0.0 300 30.0 0.0
| L[] [ I[«][*]

1) Inthe Header Area, ensure the fiscal year is set the year you want to plan.

2) Select the Projects (Phase) input layout.

3) Click the Straight-Line button. All of the projects where you have planned
annual numbers will appear in each month for the fiscal year.

4) Make any adjustments to the numbers.

5) Click the Transfer Variables button to sort the data that you entered.

6) Click the Recompute button to calculate dollars in the output area.

7)  View the resulting dollar output in the Projects (Phase) $ output area.

8) Click the save button when complete.
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To Use the User-Defined Algorithm,
Ill Using Projects as an Example

PROGRAM

Projects (Phase) — User-Defined Input Layout: Input Area

Chr Gz »

el | CiGas (Phase] | CtiGEa Phase)-Deta |

8] (3] S D] &) [z ] 2] el
DCT - %) NOWV- %) DEC - % | JAN - % | FEB - % MAR - % APR - % MAY - %] JUMN - %) JUL - % | AUG - %| SEP - %
\_ User-Defined Phasing Algorithim 0.0a 0.oa 0.oa 0.oa 0.0a 0.oa 0.oa 0.0a 0.0a 0.oa 0.oa 0.oa

In the Header Area, ensure the fiscal year is set to the fiscal year you want to phase.
Scroll to the right until you see the Projects (Phase) — User-Defined button.

Click the Projects (Phase) — User-Defined button. The user-defined input area will open.
Enter the percentages you want to phase with. (the average must equal 100%)

Click the User Defined button to apply the percentages to the annual numbers.

View the resulting dollar output in the Projects (Phase) $ output area.

Click the Save button when complete.

JegLsed=
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User-Defined Algorithm Additional

Q . . .
Dim Information, Using Projects as an
PROGRAM Exam Ie

FTE (Phase) — User-Defined Input Layout: Input Area

1 Corp Gid [Annual] - Delta | Projects [Phaze] | Projectz [Phaze] - Delta | Projects [Phaze] - User-Defined | Svc Pools [Phaze] | Svc Pools [Phaze] - Delta 4

lﬁﬁecumpute ||ﬁ5traight-Line |IﬁU$er-Defined ||ﬁHe[rE$h FTE Rate |@Eheck Bus. Rules |

IR EEEEE
Guide Type |QG Type  |Project Definition QOCT-FTEs| MOV - FTES|DEC - FTES|JAM - FTES|FEB - FTES|MAR - FTES|APR - FTES | MAY - FTES | JUM - FTES|JUL - R
INGUIDE 7] # 21-200-10 21-200-10 15.0 15.0 15.0 300 300 oo 0.0 30.0 oo
IMGIUIDE 05 Type  |Project Definition |Total 158.0 158.0 148.0 30.0 300 0.0 0.0 30.0 0.0
Guide Type |OG Type  |Project Definition | Total 15.0 14.0 140 a0.0 300 30,0 0.0 a0.0 0.0
[4][]] [ (<[]

You can also see the FTE output in the Projects (Phase) input area.

You can use the User-Defined button in this input area to apply the percentages that you
entered on the FTE (Phase) — User-Defined input area. You must put the percentages
in the FTE (Phase) — User-Defined prior to clicking on the button in this layout.
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o To Manually Enter Phasing Data, Using
Dim Projects as an Example

PROGRAM

Projects (Phase) Input Layout: Input Area

4 Carp Gid [Annuall - Delta | Frojects [Phaze] | Frojects [Phase] - Delta | Projects [Phase] - User-Defined | Swiz Poolz [Phaze) ! Swvec Poals [Phase] - Delta 2

[*23R ecompute ||ﬁ5tlaight-Line |IﬁUser-Defined ||ﬁHefresh FTE Rate ||ﬁﬁheck Busz. Rules |

GG E
Guide Type |0G Type  |Project Definition OCT-FTEs| MOY - FTES|DEC - FTES|JAN - FTES|FEB - FTES| MAR - FTES| APR - FTES | MAY - FTES|JUMN - FTES|JUL - A
| INGUIDE  |ep)# 21-200-10 21-200-10 15.0 15.0 15.0 30.0 30.0 30.0 30,0 30.0 30.0
| INGUIDE 0G Type  |Project Definition | Total 15.0 15.0 15.0 30.0 30.0 30.0 30.0 30.0 30.0
|_ Guide Type |OG Type  |Project Definition | Total 15.0 15.0 15.0 30.0 300 300 30.0 300 300
an| [ I[«][»]

In the Header Area, ensure the fiscal year is set to year you want to phase.

Click on the Projects (Phase) Input Area button.

Click on the append a row button to add a row.

Enter the guide type, overguide type, project definition, and the monthly numbers for that
project.

5) Click the transfer variables button to sort the new row.

6) Repeat for each organization.

7)  Click the Save button when complete.

N —

\-E\Q.va
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o Phasing Algorithms for Service Pools,
Dim Center G&A and Corporate G&A

PROGRAM

B The Phasing Algorithm buttons work the same way for each of the other areas
not demonstrated: Service Pools, Center G&A, and Corporate G&A.

B Each has an output area where you can see the associated dollars by month.
Projects (Phase) $ output area

Service Pools (Phase) $ output area

Center G&A (Phase) $ output area

Corporate G&A (Phase) $ output area
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0]l FTE $ (Phase) - Incremental

PROGRAM

FTE $ (Phase) - Incremental Input Layout: Input Area

1 *haze] - Uzer-Defined | Corp G&& [Phaze) | Corp G [Phasze] - Delta | Carp Gid [Phaze] - User-Defined | FTE % [Phaze] - Incremental FTE § [Fhaze] - Cumulative

IﬁPhasing: Straight-Line | Iﬁﬁecnmpute |

FAIEIET s =] R =
| Carry In| OCT-§| MOV - §| DEC - §| JAMN-%| FEB-§| MAR - §| APR - §| MAY- 5| JUN-§| JUL-$| AUG-%| SEP - §|Total 2018 §| Carry Out

0BS - PriorPY) 0000 0000 0000 0000 0000 0000 0000 0000 0000 0000 0000 0000 0000 0.000 0.00a
| OBS  -CurrPY | 0000 416738 [416.733 |416.785 [567.413|967 413 |567.413 |567.413 |567.413 [S67 413|967 413 (567 413|967 413 B357.075 0.00a
| COSTS-PrevPY | 0000 0000 0000 0000 0000 0000 0000 0000 0000 0000 0000 0000 0.000 0.000 0.00a
| COSTS - Prior Py 0.000| 0000 0000 0000 0.000( 00000 0000 0000 0000( 0000 0000 0000 0000 0.000 0.000
| COSTS-Curr PY | 0.000 | 416.788 [416.788 |416.785 [967.413 | 567 413|567 413|267 413 |567.413 [967 413|667 413 (967 413|567 413 B357.075 0.000
\_ COSTS-TOTAL | 0000 0000 0000, 0000 0000 0000 0000 00000 0000 0000 0000 0000 0000 0.000 0.00a

This input area allows you to enter prior and previous program year obligations and
costs in an incremental fashion.

The OBS - Curr PY and COSTS - Curr PY shows the total FTE dollars for all of the
Organizations that have been obligated, costed and phased for the fiscal year that is
shown in the header.

The Straight-Line button here allows you to phase the carry-in amounts.
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Dim FTE $ (Phase) - Incremental

PROGRAM

FTE $ (Phase) - Incremental Input Layout: Input Area

4 *hase)-UserDefined |  ComGia(Phase] |  CopGé[Phase]-Deta |  Corp Gt (Phase]-UserDefined | FTE $[Phasel-Incremental | FTE $ [Phase] - Cumulstive

IﬁPhasing: Straight-Line | Iﬁﬁecnmpute |

FAIEIET s =] R =
Carry In| OCT-§| MOV - §| DEC - §| JAMN-%| FEB-§| MAR - §| APR - §| MAY- 5| JUN-§| JUL-$| AUG-%| SEP - §|Total 2018 §| Carry Out

0BS - PriorPY) 0000 0000 0000 0000 0000 0000 0000 0000 0000 0000 0000 0000 0000 0.000 0.00a
| OBS  -CurrPY | 0000 416738 [416.733 |416.785 [567.413|967 413 |567.413 |567.413 |567.413 [S67 413|967 413 (567 413|967 413 B357.075 0.00a
| COSTS-PrevPY | 0000 0000 0000 0000 0000 0000 0000 0000 0000 0000 0000 0000 0.000 0.000 0.00a
| COSTS - Prior Py 0.000| 0000 0000 0000 0.000( 00000 0000 0000 0000( 0000 0000 0000 0000 0.000 0.000
| COSTS-Curr PY | 0.000 | 416.788 [416.788 |416.785 [967.413 | 567 413|567 413|267 413 |567.413 [967 413|667 413 (967 413|567 413 B357.075 0.000
\_ COSTS-TOTAL | 0000 0000 0000, 0000 0000 0000 0000 00000 0000 0000 0000 0000 0000 0.000 0.00a

1) Click on the FTE $ (Phase) - Incremental button to open the input area.

2) The following fields will appear, in monthly increments:
OBS — Prior PY  Obligated dollars for the prior program year
OBS — Curr PY Obligated dollars for the current program year
COSTS — Prev PY Costed dollars for ALL previous program years
before the current and prior PY
COSTS — Curr PY Costed dollars for current program year
COSTS — TOTAL Total costed $
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1 Ill FTE $ (Phase) - Incremental

PROGRAM

FTE $ (Phase) - Incremental Input Layout: Input Area

4 hase]-UserDefined | CompGda (Phase] |  Comp GEA [Phase]-Delta |  Comp Gié Phase]- UserDefined | FTE § [Phase]- Inciementl | FTE $ [Phase] - Cumulative
IﬁPhasing:Straight-Line ||ﬁﬁecnmpute |

FAIEE mEE EE
CarryIn| OCT-§| NOV- §| DEC-§| JAN-§| FEB- 5| MAR - §| APR- §| Mav- 5| Jun-§| JUL-§| AUG- §| SEP- §|Total 2018 §| Carry Out

OBS  -PriorPY| 0.000| 0000 0000 0.000| 0000 0.000) 0000 0000, 0000 0000 0000 0000 0.000 0000,  0.000
|0BS - CumPY| 0.000416.708|416.768|416.768 |567.413 |567.413|567.413|567.413 | 567.413|567.413|567.413|567.413 567,413 6,357.075|  0.000
- |coSTS - PrevPY| 0.000) 0000 0.000) 0.000) 0000 0000 0.000( 0.000) 0000) 0000 0.000) 0.000) 0.000 0000 0.000
| COSTS- PriorPY| 0.000] 0000 0.000] 0.000| 0000 0000 0.000| 0.000| 0000] 0000 0.000| 0.000 0.000 0000 0.000
|COSTS- CurrFY| 0.000 416.788 | 416.788|416.758 |567.413 567413 |567.413 |567.413 |567.413|567 413 |567.413 |567.413 567 413| 6,357.075  0.000
 |cosTS-TOTAL | 0.000] 0000[ 0000 0.000] 0.000] 0000[ 0000 0.000] 0.000] 0000[ 0.000[ 0000 0.000 0000 0.000

3) Enter the amounts in the appropriate field.
4)  Click the Recompute button to enter the data and recalculate the totals.

5) Click the Save button when complete.
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0]l FTE $ (Phase) - Cumulative

PROGRAM

FTE $ (Phase) - Cumulative Input Layout: Input Area

1 *haze] - Uszer-Defined | Corp GEd [Phaze] | Corp Géd [Phase] - Delta | Corp G [Phasze] - User-Defined | FTE % [Phase] - Incremental FTE % [Phase] - Cumulative

lﬁF‘hasing: Straight-Line | lﬁﬁecumpute |

=) o e] D] e)lliz] 2]

Carryln| OCT-§| NOV-§| DEC-%| JAM-%| FEB-%| MAR-%| APR-&| m&AY-F JUM-& JUL-F| AUG-§| SEP-% Total 2018 §| Car
’j 0BS  -PriorPY| 0.000| 0000 0.000 0.000 n.oao 0.000 n.oao 0.000 0.00a 0.000 0.000 n.oao 0.00a 0.000
| OBS  -CurrPY | 0.000|416.788|833.575(1,250.363 1,817,775 (2,385,188 | 2,952.600(3,520.013 |4,087.425 |4 654 835 [5,222.250|5,789.663 [6,357.075 | B,357.075 D
| COSTS-PrevPY| 0.000| 0000 0.000 0.000 0.0ao 0.000 0.0a0 0.000 0.000 0.000 0.000 0.0ao 0.000 0.000
| COSTS- Prior FY| 0.000| 0.000( 0.000 0.000 n.oao 0.000 n.oao 0.000 0.000 0.000 0.000 n.oao 0.000 0.000
| COSTE- CurrPY | 0.000|416.788 (833,575 (1,250,363 |1, 817.775 (2 385188 |2 952600 (3 520.013 (4,087 425 |4 654 838 (5222260 |5, TRY6A3 [6,3567.074| B357.074 [+]
COSTS-TOTAL | 00001 0000[ 0000 0.000 0,000 0,000 0,000 0,000 0,000 0.000 0,000 0,000 0.000 0.000 [~]
Ll [ L]

This input area allows you to enter prior and previous program year obligations and
costs in a cumulative fashion.

The OBS — Curr PY and COSTS - Curr PY shows the total FTE dollars for all of the
Organizations that have been obligated, costed and phased for the fiscal year that is
shown in the header.

The Straight-Line button here allows you to phase the carry-in amounts.
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i FTE $ (Phase) - Cumulative

PROGRAM

FTE $ (Phase) - Cumulative Input Layout: Input Area

1 *hasze] - User-Defined | Corp G [Phase] | Corp G [Phase] - Delta | Corp G [Phase] - User-Defined | FTE % [Phaze] - Incremental i FTE % [Fhaze] - Cumulative

IﬁF‘hasing: Straight-Line | Iﬁﬁecnmpute |

aa) ([ B)I|@ O ez 2]

Caryln| OCT- & MOV-§| DEC-%| JAM-%| FEB-%| MAR-%| APR-%| mAY-§ JUN-%| JUL-%| AUG-E SEP-§|Total 2018 §| Car
OBS - PriorPY| 0000 0.000| 0.000 0.000 0.000 0.00a 0.000 0.000 D.o0a 0.000 0.000 0.o0a 0.000 0.000

| OBS - CurrPY | 0.000 (416788 |833.574|1,260.363 |11 817.7746|2,385.188 | 2952 600 [3,520.013 {4,087 424 |4, 654 B38 |5,222 240 |5, 789663 |B,357.075| 6,357.074 D

| COSTS - Prew PY | 0.000| 0.000| 0.000 0.000 0.000 0.o00 0.o00 0.000 0.000 0.o00 0.000 0.o00 0.000 0.000

| COSTS - Prior PY|  0.000| 0.000| 0.000 0.o00 0.000 0.000 0.o00 0.000 0.000 0.o00 0.000 0.000 0.000 0.000

| COSTS - Curr PY | 0.000 416728 832574 |1,260.363 1 817.775|2,385.188 | 2952600 [2,520.013 (4,087 424 |4, 654 838 5,222 250 |5,T20.663 6357075 6,357.074 [+]
COSTS-ToTAL | 00001  0.000[ 0000 0,000 0,000 0,000 0000 0,000 0,000 0,000 0,000 0,000 0.000 0.000 [+]

LDl [ 0D

1) Click on the FTE $ (Phase) - Incremental button to open the input area.

2)  The following fields will appear, shown in cumulative amounts:
OBS — Prior PY Obligated dollars for the prior program year
OBS — Curr PY Obligated dollars for the current program year
COSTS — Prev PY Costed dollars for ALL previous program years before
the current and prior PY
COSTS - Curr PY Costed dollars for current program year
COSTS — TOTAL Total costed $
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nill FTE $ (Phase) - Cumulative

PROGRAM

FTE $ (Phase) — Cumulative Input Layout: Input Area

1 *hase| - User-Defined | Corp G [Fhase] | Corp G [Phase] - Delta | Corp Gl [Fhase] - User-Defined | FTE % [Phase] - Incremental i FTE % [Phaze] - Cumnulative

@Pha&ing: Straight-Line ||ﬁﬁecnmpute |
ga) oS0 ] &) liz]z]

Carryln| OCT-§| MOV-% DEC-§ JAM - § FEB-%| MAR-F| AFR-§ MAY -5 JUM-F JUL-F] AUG-§ SEF - §| Total 2018 §| Car,
OBS - PriorPY| 0000 0.000( 0000 0.000 0.000 0.0o0 0.0o0 0.000 0.0o0 0.000 0.000 0.000 0.0oo 0.000

| OBS  -CurrPY | 0000416788 (833575(1,250363|1,817.775 2385188 |2 952 600|3,520.013 (4,087 425 (4 654 838 (5,222 260 |5 789 663 |6,357 075 6357.075

| COSTS-PrevPY | 0000 0.000( 0000 0.0o0 0.000 0.0oo 0.0o0 0.0o0 0.0o0 0.000 0.000 0.000 0.0oo 0.000

| COSTS - Prior PY| 0.000| 0.000( 0000 0.000 0.000 0.0oo 0.0o0 0.0o0 0.0o0 0.000 0.000 0.000 0.0oo 0.000

| COSTS - Curr PY | 0.000|416.788(833.575(1,250.363 |1, 817.775|2,385.188 |2 952 600 |3,520.013 (4,087 425 (4 654 838 (5,222 250 |5 789663 |6,357.075| B 357.075 [+]
COSTS-TOTAL | 00001 0000f 0000 0000 0.000 0.0ao 0.000 0.0oo 0.000 0000 0000 0.000 0,000 0.000 (]

[4][e][ [ [+

3) Enter the amounts in the appropriate field.
4)  Click the Recompute button to enter the data and recalculate the totals.

5) Click the Save button when complete.
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5 Workforce FTE Distribution
Dim Phasing Reports

Budget Formulation Report Website Menu

|Hume Workforce | Projects ~| Service Pools 7| Center G&A ~| Corporate G&A ~| IFMP Docs ™| Print Reports

PROGRAM

Center Control Planning [

Primary Resource Planning ]

Projects -}

Secondary Resource : FTE Distribution
Planning Service Pools o~ Annual
Travel Distribution
Center G&A : Phased i
Authorized vs. 2 T
Corporate G&A Requested Yersion CuUarlsun r

1) Open the Budget Formulation BW report website.

2) Enter your BF user name and password.

3) Click on the menus shown above.

4) Enter the header data for the data you want in the report.
5) The report shown on the next page will open.
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PROGRAM

Workforce FTE Distribution
Phasing Reports

Primary Resource Planning, FTE Distribution, Projects: Phasing Report

(\ Bw | Home ‘ Workforce '| Projects " Service Pools '| Center G&A '| Corporate G&A4 " IFMP Docs '| Print Reports 'I

By Web Application

Zoarm In |I5|j o Zoom Out |

Ermail Comments |

= Havigation block:

=7 Wariable Values

- - Phase Year Text | 2018
S:‘ESE'I”ESS ?;F'f = LC = Phase Periad 1 Octaber 2018
[ Mot Current Data |== 293
W ¥ - W Center | Ames Research Center
NASA Org | = oG Type |2 ;;ijﬁm = Budget Year 2020
Phazing Year 2018
. ? T 4 ? ? Agency Yersion Pre-POP
Project o FTE Rate, Center Yersion |ARC Pre POP
Type Gty At Labor Category | Mot azzigned
. E . ? NASA Org. _ _Space Projects
Project Definition 21-200-10
7 Primary FTE Dist - Projects - Phased
' ' oct [oct et [ Trav [ Mav [ pec [Dec
MASA, Org LC Guide Type | OG Type Project Definition Project Type | 2018 2018 2018 2018 2018 2018 2018 2015
| Rate QTY FH Rate QTy kil Rate QY
215F | Space Projects | Mot azsigned | In Guide Mot azsigned | 21-200-10 | 21-200-10 | Direct F1004167 | 150FTE| $150.625 | |$10.04167 | 150FTE| $150.625| |F10.04167 | 15.0FTE
. | Result 15.0 FTE §$ 150.625 15.0 FTE % 150.625 15.0 FTE
Result 15.0 FTE § 150.625 15.0 FTE § 150.625 15.0 FTE

Each functional area has Phasing Reports. They are available on the Budget

Formulation Report Website.
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Hfm

PROGRAM

Topic 4: Reviewing and Authorizing
FTE/Travel Dollar Requests

Primary FTE/Travel $ Distribution
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0 Topic 4: Reviewing Authorized vs.
Dim Requested FTEs/Travel Dollars

PROGRAM

B Goal: As negotiations take place (during POP or Pre-POP), review the requested
FTEs/Travel Dollars from the projects, service pools, Center G&A and Corporate
G&A in the Organization, and compare them to the authorized amount. (Using
Projects as an example.)

B  Steps:
1. Logon
2. Click on the Primary Resource Distribution Planning Folder
3. Click on the Project (Annual) Delta button in the Input Area.
4. Enter Header Data
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D

PROGRAM

Primary Resource Planning Folder

Projects (Annual) — Delta Input Layout

=i Mame |Descriptn Selection Char. value ext.|SeIectinn| ChaNaI...|
Budget Year Budget Year 2020 2020

E Adency Varsion Agency Wersian A0 Fre-FOF
CenterVersion CenterVersion cao1 cao1

Qrganization MASA Qg
Labar Category LC
Fiscal vear

Fiscal year

215F Space Projects Divisi...
Kot assigned

#

EREIL

2018

E"‘u"erxion Contral: Copy

||E"u"er$ion Cantral: Diraft Submit

||E"-p’ersinn Cantral: Final Submit

||E"-fersiu:un Cantral: Restare

| P&Check ALL Bus. Fules |

Projects [&nnual) I

Projects [Annual] - Delta

I Sy Pools [Annual]

S Pools [Annual] - Delta

| Ctr Gt [Annual] I

Ctr G [Annual] - Delta I

Corp Gd [Annual] | 4

lﬁHecumpute ||ﬁHefresh FTE Rate

| ’ﬁﬂ efresh FTE Reguests

||ﬁ[:heck Buz. Rules |

RINENEEEE

/1

Guide Type |0G Type  |Project Definition Authorized FTEs| Requested FTEs| Annual FTE Delta) Annual FTE Rate| Authorized §| Requested §
| IMGUIDE |3 21-200-10 21-200-10 300 0.0 -30.0 120500 3615000 0.000
| IMGLIDE 0G Type  |Project Definition | Total 300 0.0 -30.0 120500 3,615.000 0.000
| Guide Type |OG Type  |Project Definition  |Total 30.0 0.0 -30.0 120500 3,615.000 0.000

Input Area

Frojects [&nnual] $

| Sy Pools [Annuall $

| Chr G, [Annual) $

Comp Gy [Annual) $

Projects [Phase] $

Swi Pools [Phaze] $

Ci Gt [Phasel | Com G »

) (DIl D el i 2 el

Guide Type |0G Type  |Project Definition Fr 2018 §| P 2019 | Py 2020 §)Fy 2021 §| Py 2022 §| Py 2023 §Fr 2024 §
| |NGUIDE =] # 21-200-10 21-200-10|3,615.000 |3,802.660 3,955,920 |4,114.660 4,296,330 | 4,520,550 0.000
| |INGUIDE ~ |0G Type |Praject Definition | Tatal 3,615,000 3,802 G20 3,955.920(4,114.360 4,295,330 4,520 550 0.000
| |Guide Type |0G Type [Project Definition | Total 3,615,000 3,802 G20 |3,955 920(4,114.860 4,295,330 | 4,520 550 0.000
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PROGRAM

What goes in the Input Layout?

Projects (Annual) — Delta Input Layout: Input Area

| Projects [Gnnual] | F'roiects [p'-‘-.nnual.]-l[.flélta | Sve Poolz [fdnnual] | Sve Poolz [dnnual] - Delta | Chr Gy [Annual] | Ctr G [Annual) - Delta | Corp G [Annual) |>

[*23Recompute ||ﬁHefresh FTE Rate ||ﬁHefresh FTE Requests |@Eheck Bus. Rules ‘

(@) (@[ [&)[2]e]

Guide Type |0G Type  |Project Definition Authorized FTE=| Requested FTEs | Annual FTE Delta| Annual FTE Rate| Authaorized §| Reguested §
INGUIDE  |op)# 21-200-10 21-200-10 3o 0.0 -30.0 120500 3615000 0.000
IMNGUIDE DG Type  |Project Definition | Total 0.0 0.0 -30.0 120500 3615000 0.000

j Guide Type |0G Type  |Project Definition | Total 0.0 0.0 -30.0 1205800 3,615.000 0.000

Review the Planning Data, including the requested FTEs/Travel Dollars:
Authorized FTEs/Travel $§  The number of FTEs/Travel Dollars that are
authorized for the fiscal year.

The number of FTEs/Travel Dollars requested by the
Organization.

The difference between authorized and requested.
The labor rate for the FTEs.

The dollars authorized (annual rate x authorized
FTESs).

The dollars requested (annual rate x requested
FTEs).

1)

Requested FTEs/Travel $
Annual FTE/Travel $ Delta
Annual FTE Rate
Authorized $

Requested $
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Hfm

PROGRAM

What goes in the Input Layout?

Projects (Annual) — Delta Input Layout: Input Area

|  CuGbAfsnnus) | Ot G8A[Annual)-Deta | Corp GEA (Annual) | »

| Frojects [&nnual] | Frojects [&nnual] - Delta | Sy Pools [Annual) | Svyc Pools [Annual] - Delta

Iﬁﬁecampute ||ﬁﬁeflesh FTE Rate ||ﬁﬁehesh FTE Requests ||ﬁ€heck Bus. Rules |

FNE N0 T r=liea A =

Guide Type |QG Type |Project Definition Authorized FTEs | Reguested FTE=| Annual FTE Delta| Annual FTE Rate| Authorized | Requested §

IMGUIDE  |erf# 21-200-10 21-200-10 0.0 0.0 -30.0 120800 3615000 0.000
T IMNGUIDE 0G Type  |Project Definition | Total 30,0 0.0 -30.0 120800 3615000 0.000
j Guide Type [QG Type |Project Definition | Total 30.0 0.0 -30.0 120500 3615000 0.000

2) Change the value in the Authorized FTE/Travel $ field, if needed. Click the
Transfer Variables button to save the new data.

3) Click the Recompute button to recalculate the changes in the dollars.

4) Click the Save button when completed.

5) Repeat for all of the projects that you are responsible for.
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Q
( Dﬂ!!G R’AM Authorized vs. Requested Annual Report
Budget Formulation Report Website Menu

Home | Workforce | Projects | Service Pools | Center G&A | Corporate G&A | IFMP Docs ™| Print Reports ™

Center Control Planning [
Primary Resource Planning [* - .
Projects == 5
Secondary Resource e FTE Distribution »
- ervice Pools
Planning Travel Distribution J
Center G&A z
Authorized vs.
Corporate G&A Requested FTEs and Travel -

Annual \”"J

FTEs and Travel -
Phased

1) Open the Budget Formulation BW report website.

2) Enter your BF user name and password.

3) Click on the menus shown above.

4) Enter the header data for the data you want in the report.
5) The report shown on the next page will open.
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PROGRAM

Requested vs. Authorized Annual Report

Primary Resource Planning, Projects, Auth. Vs. Req. FTEs and Travel Annual

== Havigation block:
B, Iﬂ) Fizcal o GiLlicde o Iﬂ)
> year = Type

| \]'_'5‘ ? \]'_'5‘ =7 Variable Values

LC = Masa org |21 [ 0G Type |2

| ? ? ? hast Current Data == 283

: : 1 Center Ames Research Center
Project = E:' Project = PP ARM - E
Definition Type = |Gty At Budget Year 2020
|\L—|5- .E | |\L—|5- Agency Yersion Pre-POP

WP SEL - - Center Yersion ARC Pre F‘FZ)P

Ferancis MAZL Crg Space Projects

Prifmaty @ Praoject Definition 21-200-10

Dizst. with

Project

Planning

i
e~ Auth. vs. Req. by Pri. Dist - FTEs & Travel - PP
Fizcal year 2015 29
. . - . FTE FTE Travel | FTE FTE Travel

MASA Org LC Guide Type OG Type Praoject Defintion Praoject Type aTy 3H 5K aTy 3 3H

2 5F | Space Projectz | Mot azsigned | In Guide Mot azsigned  21-200-10 21-200-10 | Direct El;rg;ry Avthorized S00FTE| §3 615000 S00FTE| § 3802680
.Projec’r Requested
Direct
Delts Yalues 30.0FTE %3 613.000 J0.0FTE % 3,302.680

Each functional area has Annual Authorized vs. Requested Reports. They are
available on the Budget Formulation Report Website.
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Projects (Annual) — Delta Input Layout: Input Area

|  CuGbAfsnnus) | Ot G8A[Annual)-Deta | Corp GEA (Annual) | »

| Frojects [&nnual]

| Project

PROGRAM

Sy Pools [Annual)

| Svyc Pools [Annual] - Delta

Oth

er Buttons

—
Iﬁﬁ ecompute 2 Hefresh FTE Rate ||ﬁH efresh FTE Requests heck Buz Rules |
&/ [a] a[DlET e
Guide Type |QG Type |Project Definition Authorized FTEs | Reguested FTE=| Annual FTE Delta| Annual FTE Rate| Authorized | Requested §
INGUIDE  |epf2 21-200-10 21-200-10 30.0 0.0 -30.0 120500 3,615.000 0.000
_] INGUIDE 0G Type  [Project Definition | Total 30.0 0.0 -30.0 120500 3,615.000 0.000
j Guide Type [QG Type |Project Definition | Total 30.0 0.0 -30.0 120500 3615000 0.000

The Refresh FTE/Travel $ Requests button pulls in all of the latest requests from the lower
level planning folders updates the Requested field on the Delta input areas, and the Phasing

Output areas.
The Refresh FTE Rate button pulls in the latest FTE rate from C000.
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o Other Requested vs. Authorized
Dim Input Areas

PROGRAM

B There is an Annual “Delta” input area for each of the other areas not
demonstrated: Service Pools, Center G&A, and Corporate G&A.

e Service Pools (Annual) - Delta
e Center G&A (Annual) - Delta
e Corporate G&A (Annual) - Delta
B They function the same way as Projects.
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o Topic 4: Reviewing and Authorizing
Dim FTE Requests Phased

PROGRAM

B Goal: As negotiations take place (during POP or Pre-POP), review the requested
FTEs, and compare them to the authorized amount in monthly amounts. (using
projects as an example)

B Reviewing Authorized vs. Requested FTEs
1. Logon
2. Click on the Primary Resource Distribution Planning Folder
3. Click on the Project (Phase) Delta Input Layout Button
4. Enter header data
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Dim Projects (Phase) - Delta Input Area

PROGRAM

Projects (Phase) — Delta Input Layout: Input Area

1 Corp G, [Annual] - Delta ! Frojectz [Phaze| | Frojectz [Phaze] - Dela | Frojectz [Phasze] - Uzer-Defined | Swe Pools [Phaze) | Swe Poolz [Fhaze] - Delta r

Iﬁﬁecumpute |Iﬁ5traight-Line ||ﬁUser-Defined ||ﬁHefresh FTE Rate ||ﬁHefresh FTE Requests ||ﬁEheck Buz. Rules |

g2l @)@ O] &l i el

Guide Type | QG Type |Project Definition Fizcal vear/period Autharized FTEs| Reguested FTES| Monthly FTE Delta| Monthly FTE Rate| Auth

IMNGUIDE |7 # 21-200-10 21-200-10 (00152018 Cictoher 2018 15.0 0.0 -15.0 10,042 1

| INGUIDE # 21-200-10 21-200-10 (00252018 Movember 2018 14.0 0.0 -158.0 10,042 1
| IMGIUIDE # 21-200-10 21-200-10 (00352018 Decemhber 2018 168.0 0.0 -158.0 10,042 1E|
| INGUIDE # 21-200-10 21-200-10 (00452018 January 2018 3o 0.n -30.0 10,042 :E|

[«][ ]| [ [4][]

1) Review the Phased Planning Data, including the requested FTEs.

Authorized FTEs The number of FTEs that are authorized by month for the fiscal
year.

Requested FTEs The monthly number of FTEs requested by the
Organization.

Monthly FTE Delta The difference between the authorized and requested FTEs.

Dollar and Rate fields —These amounts are associated with the authorized FTEs.
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Corp G, [Annual] - Delta

Hfm

PROGRAM

Frojectz [Phaze|

Frojectz [Phaze] - Dela

What goes in the Input Layout?

Projects (Phase) —

Frojectz [Phasze] - Uzer-Defined

Swe Poolz [Fhaze] - Delta

Iﬁﬁecumpute |Iﬁ5traight-Line

||ﬁUser-Defined

| F#$Refizsh FTE Rate

| Iﬁﬁefresh FTE Requestsz

||ﬁEheck Buz. Rules |

Delta Input Layout: Input Area

Swe Pools [Phaze)

g2l @)@ O] &l i el

Guide Type | QG Type |Project Definition Fizcal vear/period Autharized FTEs| Reguested FTES| Monthly FTE Delta| Monthly FTE Rate| Auth

| INGUIDE  |ewf# 21-200-10 21-200-10{001/2018 October 2018 15.0 0.0 -15.0 10.042 1

| INGLUIDE # 21-200-10 21-200-10{0022018 Movermber 2018 15.0 0.0 -15.0 10.042 1

| INGLUIDE # 21-200-10 21-200-10{003r2018 Decemhber 2018 15.0 0.0 -15.0 10.042 1|E|

| INGUIDE # 21-200-10 21-200-10{00452018 January 2018 30.0 0.0 -30.0 10.042 :E
L] | [an

2) Change the value in the Authorized FTE field, if needed. Click the Transfer Variables

button to save the new data.

3) Click the Recompute button to recalculate the changes in the dollars.

4) Click the Save button when completed.

5) Repeat for all of the organizations that you are responsible for.
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o Workforce FTE Distribution Requested
Dim vs. Authorized Phased Report

PROGRAM

Budget Formulation Report Website Menu

|Hume Workforce *| Projects | Service Pools | Center G&A | Corporate G&A ™| IFMP Docs ™| Print Reports ™

Center Control Planning J
Primary Resource Planning -~ — -}

Projects i .
Secun.dar-,r Resource e FTE Distribution g
Planning Travel Distribution .

Center G&A 7

Authorized vs.
Corporate G&A Requested FTEs and Travel -
Annual

FTEs and Travel -
Phased

i
R

1) Open the Budget Formulation BW report website.

2) Enter your BF user name and password.

3) Click on the menus shown above.

4) Enter the header data for the data you want in the report.
5) The report shown on the next page will open.
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o Workforce FTE Distribution Requested
[ Ill vs. Authorized Phased Report

PROGRAM

Primary Resource Planning, Projects, Auth. Vs. Req. FTEs and Travel Phased

Zoom In ||5[| o Zoom Out I Email Comments |
== Havigation block:
=~ Wariable Walues
BA, 5| Guide Type |21/, LC BT i,
| ? E ? Mot Current Data == 293
1 BT Phaze Period 1 October 2015
nasaorg 2@ ostwe B B EED | Phase vear Text 2018
F | F 3 Center Ames Research Center
| T . =
p EEing Year
Project = @ mgNﬂLTQ%Y E::—.Dal:;"e E’.) Agency Version Pre-POP
Type MTHAMT =k Dizt. with Center “ersion ARC Pre POP
Project MASL, O Space Projects
Planning P o
Project Definition 21-200-10
i Y i
=7 Auth. v=. Req. by Pri. Dist - FTE= & Travel - PP - Phase
Qct 2015 |Oct 2018 | Oct 2018 | | Moy 2018 | Mow 2018 | Moy 2018
MAZL Crg LC Guide Type | O3 Type Project Definition Project Type FTE FTE Trawvel FTE FTE Trawvel
aTy EilL8 kil Ty bilu bl

215F Space Projects |Rat assigned | In Guide Mot azsigned | 21-200-10  21-200-10  Direct B::r;‘u;ry Authorized 150FTE | §150625 150FTE | §150625
Project Requested
Direct
Delts Yalues 130FTE %150625 130FTE %150625

Each functional area has Phasing Reports. They are available on the Budget
Formulation Report Website.
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0 Other Requested vs. Authorized
Dim Input Areas

PROGRAM

B There are Phasing “Delta” input areas for each of the other areas not
demonstrated: Service Pools, Center G&A, and Corporate G&A.

e Service Pools (Phase) - Delta
e Center G&A (Phase) - Delta
e Corporate G&A (Phase) - Delta

B They function the same way as Projects.
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@)
Dim Exercises — Phasing Annual FTEs

PROGRAM

Now you will have an opportunity to practice what
you have just seen in the Budget Formulation System
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End of Course Content
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ﬁ[lll Training Course Feedback

PROGRAM

B The training course feedback will:

e Assess the effectiveness of the instruction and
training materials for the course

Y

S
be
>
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